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Version 1.11 includes the following major changes:
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the requirements of the Department of the Treasury’s Debt Collection Improvement Act
(DCIA) of 1996.
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preparation of Year 2000 transition.

e Permits current year purchase orders to be processed with prior year accounting codes
after a warning message is displayed at the Purchase Order Obligations — Accounting
screen.

e Expands the Consignee Addresses table to include a FEDSTRIP Number field.
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User

USD A/NFC

The Directives and Analysis Branch requests your
comments on this procedure. To help us evaluate
and improve the effectiveness of our publications,
please answer the questions below.

Survey

Procedures

Return the survey within 30 days to:

r A
Directives and Analysis Branch
USDA/NFC
P.O. Box 60000
New Orleans, LA 70160—0001

L -
Optional:
PC-PRCH P
User Name Phone No.
ProcedurdName

Job Title Grade

Vi 7 2 /
Address

Title Chapter Section Subsection
City State ZIP

1. How helpful is the procedure to you in
performing your job?

\eryhelpful
Fairly helpful
Not very helpful because

2. Is the format easy to follow?
I s

No,I suggest

3. Is the writing easy to understand?
I s

No,I suggest

4, Are the instructions/exhibits clear and
easy to follow?

s
No,I suggest

5. How frequently do you use the
procedure?

Daily
Weekly
Monthly
Other:

6. Have you found any errors in the
procedure?

No
\és

7. What recommendations/comments
would you like to make regarding this
procedure?

THANYOUFORCOMPLETING THISSURVEY!
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About This Procedure

This procedure provides instructions for installing, This procedure uses the following visual aids:
accessing, and operating the PC Purchase Order System

(PC-PRCH)The following information will help youto O Page numbering is consecutive and is shown at the
use the procedure more effectively and to locate furtherbottom ofeach page frofibout this Procedure through
assistance if needed. Appendixes

O Amended pages are marked at the bottom of the page
with the amendment number and date. Point pages (e.g.,
This procedure is divided into several primary sections 3-1, 3.2, etc.) are used as needed to accommodate addi-
which are tabbed for easy access. Most primary sectiondional pages. Amendments a procedure are issued as

are also divided into subsections or function areas. Sed'€ededThe amendment's page control chart will instruct
the Table of Contents for a complete list. the removal and/or insertion of amended pages.

How The Procedure Is Organized

Note: If you begin receiving this procedure after it has
been amended, you will receive the publication with all

. . amendments and bulletins.
System _ Overview describes what the system is used

for and provides related background information and
the equipment needed to operate PC—PRCH.

Introduction includes general information as follows:

Messages displayed by the system are printé@dlin

ics. Example: The messad&ove order being marked

) _ ) for deletionis displayed.

Software Installation provides information for the

installation or Updating of the PC—PRCH software. O For date ﬁe|ds' “(mmddyyyy)" means that you should
key in the date in month/day/year order, using leading

System _ Access provides access security information, zeros for single-digit months and days. Example: Key in

defines access levels, provides instructions for sign- January 10, 1997, #4101997

ing on and off the system, and how to save backup

files. O Data that is system generated or that you must key in
exactly ashown is printed ibold italics Example Key

Operating _ Features provides specific description of  in 32

operating features that apply to the system.

O Emphasizedext within a paragraph is printediold.

Access Level§i.e., 1, 2, etc.) gives complete step-by-step Example:A subtotal of each column andgrand total
instructions for each access level. Instructions for the are calculated.

main menu, submenus and options are provided under_ o ) o
separatéeadings. All options on a submenu are covered™ Figure, exhibit, and appendix references link figures,
before going to the next option on the main menu. The exhibits, and appendixes with the text. These references

menu and option screens are presented as figures withif@f€ Printed in a bold font as shown here. Example: The
the text. PC—-PRCH Banner Screefigiire 6) is displayed.

O References to sections within the procedure are
printed in bold. Example: Salding An Order under
Enter Purchase Orders.

Exhibits include illustrations such as examples of forms,
reports, and screens, or other graphic information.

Appendixes contain reference information, such as code o

; . Keyboardreferences are printed in brackets. Example:
lists, accounting charts, tables, or excerpts from otherp,

ess [Enter]. Press [F6].

documents.

O Optionalactions at the end of a processing function are
What Conventions Are Used preceded by square bullets. Example:
To select a function, option, or from a list, move the cur- = To exit the system, press [F9].

sor by using thd 41, [¥], [®], and[4] keys until

the appropriate item is highlighted and press [Enter]. Or,0 Important extra information is identified as a note or
when at a function or option menu, in many cases you caution.ExamplesNote: Enter only one coder Cau-
may key in the first letter of the function or option name tion: Do not enter line item description to precede stored
(e.g.,E for Enter Purchase Ordera,for Add an Order). data.



Title VI Systems Access Manual
Chapter 7 Procurement And Other Payments
Section 13 PC-PRCH

O Field specifications are printed in italics. Example unusual conditions or obtaining access authority), con-
Enter Order Number (required, alphanumeric, max. of tact Information Center personnel54—255-5230.
12 positions)Key in the purchase order number.
However, if you experience a DOS error at any time
Note: If the field specifications state a maximum number while using this software refer Kppendix A, List of DOS
of positions, you may enter any number of positions up to Error Numbers, prior to contacting Information Center
the maximum amount. If you do not enter the maximum personnel.
number of positions, press [Enter] to move to the next
field. For questions about processing, contact the Purchase
Order Section &04—255-4724

Who To Contact For Help For questions about this procedure, contact the Direc-
For questions about the system (including help with tives and Analysis Branch 804—255-5322

ii
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shouldhave a working knowledge of DOS Version 3.0 or
above.

The PC Purchase Order System (PC-PRCH) is a menu

driven personal computer program of the U.S. Depart-2 The PC—PRCH Security Officer (Access Level 3)
ment of Agriculture (USDA). PC-PRCH is a front-end establishes user ID’s with proper access levels.
softwaresystem used to prepare and create a transmit file

of purchase order obligations or receiving reports for 3 Procurement personnel enperchase orders and re-
electronic transmission to the Purchase Order Systemceipts (Access Levels 1, 2, 3, O, and R).

(PRCH) at the National Finance Center (NFC).

System Overview

4 Procurement personnel print purchase orders for
PRCH is an automated data processing system whichapproval (Access Levels 1, 2, 3, and O).
provides a complete procurement system for the pur-
chase ofjoods and services from commercial or Govern- 5 procurement personnel select purchase orders or
ment supply sources. receiptsand prepare an XMIT diskette file to transmit the
data to NFC using 3780 Remote Job Entry (RJE) or
PC-PRCH and PRCH process payments to vendors inequivalent hardware/software communications equip-

accordance with the Prompt Payment Act, giving full ment (Access Levels 2, 3, O, and R).

control to the procurement office to determine not only
the terms of the payment, but also the timeframe. 6

The agency receives a Proof of Transmission from

NFC when the transmission has been accepted.

This system is equipped with many front-elits to re-
duce the entry of invalid data.

Equipment

The Purchase Order, Form AD-838, is used to procureThe following equipment is needed to operate PC—
goodsand services from commercial supply sources. The PRCH:

AD-838 purchase order requirements in the NFC proce-
dure Title Il, Chapter 5, Section 1, Purchase Order Sys-'
tem,should be used as a guide to input valid AD—838 data
on the screens in PC-PRCH. R
PC-PRCH has 10 tables that are used to validate pur-
chase order data keyed in by the users. They are: Ac-
counting; Consignee Address; Standard Description;
SF-281 Codes; Budget Object; Fund Codes; State/Zip
Codes; SUB Codes; Seller Address; and Country Codesas

The initial Accounting Codes table built into PC-PRCH *
during installation contains no entries. The Accounting
Codegable must be customized by adding your agency’s ®
valid accounting codes before you attempt to add pur-
chase order data.

The SF-281 Codes, Budget Object, Fund Codes, State/
Zip Codes, SUB Codes, and Country Codes tables al-
ready have valid codes provided by PC-PRCH and may
be updated or changed by authorized access levels.

Access Levels (Overview)

PC-PRCH provides five levels of access (1, 2, 3, O, and
R). A broad outline of access levels for using PC-PRCH *
is defined below:

1 The agency designates a PC—PRCH Security Officer
(Accesd_evel 3) to install the software and maintain PC—
PRCH (including the system edit tables). This individual

An IBM compatible PC with a minimum of 512K Ran-
dom Access Memory (RAM) available.

Diskette(s). The number of diskettes depends on the
floppy-diskdrive size (i.e., 3% or 5/4inch).Note: If
dataentry and transmission are performed ofedint
PC's, the two PC’s must have compatible floppy-disk
drives.

One hard-disk drive.
A monochrome or color monitor.

An impact printer connected to the PC operable with a
DOS print command for use with the preprinted Form
AD-838.

OR
A Hewlett Packard Laser Jet compatible printer is rec-
ommended if you want to print a facsimile AD—838
thatreplicates the official Departmental AD—838, Pur-
chase Order.

Note: The page length must be set to the standard 66
lines per page.

A 3780 RJE connection or equivalent (i.e., 3270 TSO
file transfer,SIM XFER, etc.) to batch transmit PRCH
data to NFCNote: The floppy-disk drive of the trans-
mission PGnmust be compatible with the format of the
transmission diskette (i.e., the diskette that holds the
data to be transmitted).
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PC-PRCH files are transmitted through a communica- Record Retention Requirements

tion connection that the agency establishes with NFC. . .
I ! gency ! w Agency offices using PC—PRCH to enter purchase order

transactions are the official recordkeepers of the paper
copies of transmitted transactions.
Forms
These agency offices must follow the record retention
If you are using a nonlaser printer, you will generate schedulepublished by the General Services Administra-
printed obligation data entered in PC-PRCH on the tion (GSA) in the General Records Schedule (GRS)-3. In
5-part Form AD-838-5PE, Purchase Order. The 5 partsaccordance with the GRS, paper copies of transmitted
are Issuing Office Copy (yellow), Seller’s Original transactions are disposed of based on the following plan.
(white), Receipt Copy (green), Property Copy (gold), and
Agency Use Copy (blue). (Seghibit 1 for a sample of Retaining Certified Obligation Records Orders of
Form AD-838-5PE (Rev. 7/90).) morethan $25,000 and all construction contracts exceed-
ing $2,000 should be retained for 6 years and 3 months
after final payment. Orders of $25,000 or less and
If you are using a laser printer, you can generate a 3-partconstruction contracts of $2,000 or less should be re-
facsimile purchase order form to replicate the official tainedfor 3 years after final payment. Close the file at the
Departmental AD—838, Purchase Order. The 3 parts areend of the fiscal year; retain it for 3 years and then destroy
Issuing Ofice Copy, Seller’s Original, and Receipt Copy. it, except when actions are pending and files shall be
(SeeExhibits 2, 3, and4 for a sample of each part.) The brought forward to the next fiscal year for destruction
Issuing Ofice Copy is the same as the Agency Use Copy therewith.
of the 5-part form, and the Receipt Copy is the same as the
Property Copy of the 5-part form. Reproduce as needed Retaining Certified Receiving Report RecordsRe-
For more information about printing the AD—838, see ceivingreports should be retained for the same time peri-
Print_Order(s) or Laser Print Order(s) under Access ods and monetary values as explained above in Retaining
Level 1. Certified Obligation Records.
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Software Installation

. C:\> Type Config.Sys
To install PC-PRCH software, you must have Access

Level 3 authority. Installation instructions may vary
depending on your PC hardware and its operating soft-
ware. The instructions in this section are typical for most
PC’s.Note: Software accompanies each procedure.

Note: When software is upgraded and a new version is
provided to you, discard the outdated diskette(s) and pu - 1 Tvpe Confia.Svs S

the new one in a safe place for future use. NFC does not 19Ure 2. Type L-onlig-sys screen
support prior versions of PC—PRCH.

¢ If the messagd-ile Not Foundis displayed, go to

Preparing For Installation. The values for files and Step4 to create the file.

buffersmust be set before installing PC-PRCH software.
The value for files must be 75 or greater, and the recom-. | the Config.Sys file (SeRigure 2.) is displayed, go
mendedvalue for buffers must be 30 or greater. However, 1, Step 5.

buffers may be modified according to machine specific
requirements. Refer ®teps 3throughs for information
abouthow to create or modify the Config. Sys fikote:

The PC—PRCH software installation or update procedure
can modify these files and save a backup copy of the pre Files=75
vious file. Buffers=30

Individualswith Access Level 3 authority should contact
their Information Resources Management (IRM) Spe-
cialist or PC—PRCH Security Officer about modifying
files and buffers when encountering installation prob-
lems or contact Information Center personnel at

504-255-5230 Figure 2. Config.Sys File Screen

Follow the steps below to prepare for the installation of

PC-PRCH. Step 4.To create the Config.Sys file without the PC—

PRCH software assistance, use any text editor.
Step 1 Turn on your computer and monitor.
Step 5.At the displayed Config.Sys file, determine the

Step 2 Display the DOS hard-disk drive prompt in accor- following:

dance with instructions for your equipment. ¢ If the value for Files= is equal to or greater than 75 and

the value for Buffers= is equal to or greater than 30, go
Forthe purpose of this procedure, the hard-disk drive andto Installing Or Updating The Software, Step 1.
its prompt are referred to ddve Cand the C> prompt. If
your hard drive is identified differently, use your hard- e If the Config.Sys file does not include the Files= and
disk drive identifier in place of the C>prompt. Buffers= statements, go backSiep 4 to create the file.

The floppy-disk drive and its prompt are referred to as ° If the file exists but the value for Files= is less than 75,

; L ; the value for Buffers= is less than 30, modify the file
drive Aand the A>prompt. If your floppy drive is identi- or ) ’ .
fied differently, use your floppy-disk drive identifier in usingthe assistance of the PC-PRCH software discussed

underlnstalling  Or Updating The Software, Step 3
place of the A>prompt. (first installation) andstep 4 (subsequent/partial instal-
lation).

Step 3.Check the root directory for a file named Con-
fig.Sys. At the C> prompt, key ifiype Config.Sysand Installing Or Updating The SoftwareFollow the steps
press [Enter]. (Seigure 1.) below to install or update the PC—PRCH software.

5
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Step 1.At the C> prompt, insert the first PC—PRCH dis- Note: As an option is selected, a pop-up is displayed

ketteinto your PC’s floppy-disk drive (or external-disk).

describing the function. For example, when Install PC—

PRCH is selected the messagstall Everythings dis-

Step 2.At the C> prompt key id: and press [Enter]. C>
prompt changes to#prompt.

played.

Step 3 At the A> prompt, key iIHNSTALL and press

During the installation process, use the function keys dis-

[Enter]. If your PC system is monochrome, key in played athe bottom of the installation screen as follows:

INSTALL (space) -mand press [Enter].

The wordNSTALLIs displayed. A few moments later the K€Y
followed message is display&gktting Custom Informa-
tion...One Moment Pleas&he Installation Main Menu  [F1]
(Figure 3) is displayed with four installation options.
Theseoptions are: Install PC-PRCH, Update PC-PRCH, [F2]
Get A New Copy Of A File, and Finished.

e To Install PC-PRCH go tétep 4 to continue.

[F3]
Caution: The install option overwrites existing PRCH
data in your files. Therefore, if you want to retRiRCH
data entered in an earlier version of the software, use the
Update PC—PRCldption (Step 5).

[Ctrl]+[X]
* To Update PC-PRCH go 8tep 5 to continue.

* To Get A New Copy Of A File go $tep 6 to continue.

* To complete the installation or update, select Finished
and go tcstep 7.

Functions

Used to display information for
assistance during installation.

Used to exit to DOS and then return to
the Installation Main Menu.

Used to display information about your
computer system. This information may
be needed should you contact the
Information Center for installation
assistance.

Used to abort during the installation
process. A message is displayed to
confirm quitting. The installation will
terminate and you will return to the
DOS prompt. Caution: To end the
installation process properly, use the
Finished option.

INSTALLING PC—PHCH V1.11

UsSDA-OCFO~-NFC PC—PRCH V1.11 —

Please Choose An Installation Option.

———  MAaIN MENU

Update PC—PRCH

Finished

Install PC—PRCH

Get a Mew Copu of a File

Description
Install everything |

<F1> Help <FZ> WVisit DOS

<F3> Bystem Sunmmary

Figure 3. Installation Main Menu
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Step 4.For first time installation, at the Installation Main Step 7.To complete the installation or update, at the

Menu, select Install PC-PRCH. The Installing Files and InstallationMain Menu, select Finished. The Install Sys-

Progress Indicator pop-ups are displayed with the files tem File scree(Figure 4) is displayed with the message

thatare being loaded. The mess&jease insert the PC— HOW SHALL WE HANDLE IT? Changes could be nec-

PRCH 1.11 2 disk into drive A. Press a key to continue, essary tdhe following system file(s). Autoexec.Bat, Con-

will appear when it is time to insert the next diskette. Con- fig.Sys.Select one of the three options. Each option is ex-

tinue this process until all diskettes have been loaded.plained below:

Loading is complete when the Installing Files and Prog-

ress Indicator are completely darkened. The Installation

Main Menu is automatically displayed. GoStep 7to Go Ahead And Modify. To create or modify your

complete the installation. files, select this option and press [Enter]. The computer
bootdrive is displayed. Press [Enter] to select the default

Note: To interrupt the instafyrocess, press any key. The drive.

messag®o You Wish To Stop Installing? Y for Yes, N for OR
No, [Ctrl X] for quit. To confirm this action, key i, Nor Key in the correct boot drive and press [Enter].
press [Ctrl X]. Continue by following the instructions
displayed on the screen.
The default Autoexec.Bat file is displayed. Press [Enter]
to select the default path.
OR
Key in a new path and press [Enter].

Step 5.To update the software, at the Installation Main
Menu select Update PC-PRCH. The Installing Files and
Progress Indicator pop-ups are displayed with the files
thatare being loaded. The mess&jease insert the PC—
PRCH 1.11 2 disk into drive A. Press a key to continue, . S

vyill appear when it is time to i_nsert the next diskette. Con- ;?:sg?;liletr]pt%tgef&;ﬁﬁ e%cé?;lgftsg:trﬂle is displayed.
tinue this process until all diskettes have been loaded. OR

Loading is complete when the Installing Files and Prog- Key in a new path and press [Enter]. The file(s) that was

ress Indicator are completely darkened. The Installation . '
Main Menu is automatically displayed. GoSep 7to ir:%?g;)?:yindd the backup copy of the file that was created

complete the update.

Step 6.To get a new copy of a file, at the Installation Main Press any key to continue. The mesdlgase Remem-
Menu,select Get A New Copy Of A Fildo get a single  ber to Rebootaur Computer...Rrss a Key to Continug
file, key in the name of the file and press [Enter]. The displayedPress any key and the A> prompt is displayed.
Installation Main Menu is displayed. Go toStep 8to continue.

INSTALLING PC—-PHCH V1.11 —

HOW SHALL WE HANDLE IT7?
Changes could be necessary to the following sustem Filel(s).

AUTOEXEC .BAaT
CONFIG.SY¥3

If necessary, we can do them or you can do them. If we do
them, we'1ll make a backup copuy fFirst. If you wish to make
them, we will create exanmple File(s) as a guideline for

your changes. Choose ""bupass'" only if you're positive that
the changes have alreaduy been made.

Create example files
Buypass these changes

1 Go ahead and modify

<F1> Help <FZ> Vigsit DOE <F3> Bystem Eummaryg
Figure 4. Install System File Screen
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Create Example Files To create example files, software. Press [Enter] to display the A>prompt. Go to
select this option and press [Enter]. The computer bootStep 8to continue.
drive is displayed. Press [Enter] to select the default

drive. Bypass These Change3o bypass changes to the
OR files or if your files are valid, select this option and press
Key in the correct boot drive and press [Enter]. [Enter]. The messago Changes Were Necessary to

Autoexec.Bat or Config.Sys...Press a Key to Conigue

The default Autoexec.Bat file is displayed. Press [Enter] diSPlayed. Press any key. Press any key again to display
to select the default path. the A>prompt. Go tStep 8 to continue.
OR

Key in a new path and press [Enter]. If your files need to be created or modified, returBttgp

4 or 5 underPreparing For Installation .

The default path for the Config.Sys file is displayed. step 8.Remove the PC-PRCH diskette from your PC’s
Press [Enter] to select the default path. floppy-disk drive (or external-disk). Reboot your PC.

. OR The installation/update process is completed. This pro-
Key in a new path and press [Enter]. cess created a subdirectory named PRCH on the fixed

disk. The PC-PRCH software is copied to that subdirec-

The messagémportant Noticeis displayed with an  tory.
example of the modified file(s). Following this message
is a screen displaying the files which did not require For further instructions on accessing the system after
modifying. Press [Enter] to display information about the installation, se&ystem Access
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System Access Access Level 1, and also permits the user to (1) select

orders oreceipts for transmission to NFC, (2) create the
This section provides access security information, transmit files, and (3) maintain the PC—PRCH tables
definesaccess levels, and gives specific sign-on and sign-which are used to validate purchase order data entry.
off/file backup instructions for PC—PRCH.

Accesd evel 3, Installer And Security Officer. Permits
Security And Remote Terminal Usage the user to perform the same functions as Access Level 2,
nd also permits users to (1) install PC—-PRCH software,
) establish and control PC—-PRCH user ID’s and pass-
words, and (3) provide guidance to users.

Access security is designed to prevent unauthorized us
of systems and databases. For information about acces
security, including user identification numbers (user
ID’s), passwords, and obtaining access to a specific
systemsee the Remote Terminal Usage proceditis T The PC-PRCH Security Officer is responsible for
VI, Chapter 2, Section 1. To access PC-PRCH you mustsafeguarding the PC-PRCH software at the agency
have authorized security clearance. location and acts as liaison between the PC-PRCH users
and NFC. In addition, the agency security officer (or
assigned communications officer) is responsible for
establishing transmission capabilities. For more
PC-PRCH provides five levels of access (1, 2, 3, O, andinformation about computer security, see Title VI,
R). These access levels are defined below: Chapter 1, Section 1, Security Access Procedures.

Access Levels

Accesd.evel 1, Data Entry. Permits the user to (&Hid, Access Level O, Obligations Data Entry And File

view, change, delete, restore, and print Type 40, 41, 42, ransmission.Permitsthe user to (1) add, view, change

43, and 45 purchase orders and Type 40 receipts, and (2 ) ) ; P =T 9e,

restore orepair PC-PRCH files and delete obsolete files elete, restore, transmit, and print obligation data for
" Type 40, 41, 42, 43, and 45 purchase orders, and (2) re-

Note: Use the purchase order and receipt requirements jnotore omrepair PC—PRCH obligations files, and delete ob-

the PRCH procedure (Title 1l, Chapter 5, Section 1) as asolete obligations files.
guide for entering purchase order data. Samples of
reports and completed AD-838's are also provided in Access Level R, Receipts Data Entrnd File Trans-

that procedure. mission Permits the user to (1) add, view, change, delete,
restore, transmit, and print receipt data for Type 40 re-
Accesd evel 2, File Transmission And Table Mainte- ceipts, and (2) restore or repair PC—PRCH receipt files

nance.Permits the user to perform the same functions asand delete obsolete receipt files.
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Sign-On Enter Password(required, alphanumeric, max. of

7 positions) Key in your password and press [Enter].

To sign on after PC—PRCH is installed on your PC, dis- Your password is not displayed on the screen.

playthe C> prompt, key iPRCH, and press [Enter]. The
NFC Banner Screen is displayg#igure 5), press
any key to continue. The PC-PRCH Banner Screen

(Figure 6) is displayed. The applicable PC-PRCH Main Menu screen is dis-

Respond to the prompts as follows: played according to the user’s access authority. Each

access level's main menu screen is displayed and ex-
Enter User ID (required, alphanumeric, max. of plained in the appropriate Access Level section of this
7 positions) Key in your assigned PC—PRCH user ID procedure. For more information about access level
(e.g., NF999) and press [Enter]. authority seeSystem AccessAccess Levels.

United States Department of Agriculture

HATIONAL FIMANCE CENTER
For Authorized Use Only

P C - PRCH REMOTE DAaTahA ENTRY

Ver. 1.11

Press anu keuy to continue

Figure 5. NFC Banner Screen

United States Department of Agriculture

NATIONAL FIMAMCE CENTER
For Authorized Use Only

| 1 |ENTER USER ID: IIESeeed
[> |[ENTER PASSWORD: ......

PRESE FZ TO QUIT

Figure 6. PC—PRCH Banner Screen
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Sign-Off/File Backup To exit without backup of the files, seleéCancel
OR

To exit PC-PRCH at the banner screen, press [F2]. ToTo backup files, sele@K. The messagBlace Floppy
exit at the main menu, seléuit or key inQ. The mes- Disk #1 In Drive A: ... OK Cancés displayed. Insert a
sageAre You Sure You Want To Quit PC-PRCH?...OK diskette in the drive of your PC, and sel@¢t. The sys-

Cancelis displayed. tem assigns a backup number and date stamps the file.
The confirmation messaggackup Successfully Com-
To return to the main menu, sel€&zancel pletedis displayed.
OR

To continue the quit function, or begin the backup of files Note: An error message is displayed if the diskette drive
process selecOK. The messagévake Backup Of  was not set up correctly for the PC. Press any key to con-
Files?...OK Canceis displayed. (Sekigure 7.) tinue. To update your disk drive, sign on again, select

Transmit File, then select Xmit Info. For more informa-
Note:When PC—PRCH is used several times in a day, onetion, se€Transmit _File, Xmit Info (Drive Destination For
backup on last use each day should be sufficient. Transmit _ File) underAccess Level 2.

= =% 2% U S DA~ NF C »* %

" P C — PR CH R EMOTE DA TaA E M TR ¥ “

—Purchase Order Operations elcome

ENTER FPURCHASE ORDER:
PRINT ORDERC(E)
LASER PRINT ORDERC(E

WELCOME TO PC—PRCH *t
iz used to enter
der data remotely

RECEIFTE — TYPE 48 Make Backup of files". .. tal to
HELFP ~ M F C.
| QUIT |

0k Cancel = to continue can be
e NHAVIGATION and
l= at the bottom of

FILE UTILITIES

avigation
T4 TO CHOOSE - TO ENTER SELECTION J
tatus
|

Figure 7. Make Backup Message
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Operating Features Pop-Up Calculator provides for manual calculations.

Some computations are automatically computed within
This section describes the system’s operating features. the system. However, to perform manual calculations,
you can use the pop-up calculateigure 8). This pop-up
calculator is available from any place within PC-PRCH
and can be used to perform calculations for pasting into a
PC—PRCH uses pop-ups and pull-down menus. Thesewumeric field by using the point and shoot technique.
pop-upsand menus overlay other screens; that is, you can
still see the screen where you selected the pop-up or pullTo use the calculator, follow the instruction below:
down menu.

Type Of Screens

e To display and activate the calculator press

; . . hift]+[?].
Menu Screensare used to display available options [Shif+[?]

and/or functions. After accessing PC-PRCH, the « To reset or clear the calculator of prior figures,

appropriate access level main menu screen is displayegyress [C].

with a list of operations options on the left side of the

screen * To erasethe current entry without clearing the subto-
tal, press [E].

Help Screensare available at the main menu. Select Help ,
and press [Enter] or key . The General Help screen is
displayed.

To addnumbers, key in the number and press [=] after
each number to display the total.

* To subtract numbers, key in the first number and
Pull-Down Menus provide a list of options at a given press [-]. Key in the second numia&d press [=] to dis-
point in a process. play the total.

. . . . . ¢ To multiply numbers, key in the number and press [*].
Data Pop-Upsprovide a list of valid choices for a given Key in the second number and press [=] to display the
field. You can use the point and shoot technique de-;5.

scribed below in selecting the appropriate itemeXiba
pop-up without making a selection, press [Esc]. * To divide numbers, key in the dividend and press [/].
Key in the divisor and press [=] to display the total.

E:Igo Pop-Upsprovide help textin completing an entry | To insert a total on the screen after it is displayed in

the add, subtract, multiply, or divide function, press

. ) [Ctrl]+[P] to shoot the calculated total into the field.
Message Pop-Upprovide messages to guide the user

through a process. * To return to the initial screen, press [Esc].

= 2= 2 U E DA ~ N F C 3 = =

“ P C — P RCH REMOTE DaTa ENTHR Y “

—Purchasze Order Operations —UWe lcome

ENTER FPURCHASE ORDERS WELCOME TO PC—FPRCH *

PRINT ORDERC(S) This program is used to enter

LASER PRINT ORDERC(Z) Purchase Order data remotely

RECEIFPTS — TYPE 48 for transmittal to

HELP usobD

QuUIT

Instructio
FILE UTILITIES found on t
STATUS 1lin
the screen

1 TO CHOOSE - TO ENMTER SELEC

AWAITING MENU CHOICE

Figure 8. Pop-up Calculator
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Menu Bars

The menu bar at the top of a screen displays the options 0

functions that are available at that screen based on you

Section 13

Used to scroll backward to thprevious
record or tomove the cursor to the left

access level. The menu bar is displayed on all Table
Maintenance screens.

Used to move the cursap

+ <+ one line

Point And Shoot

Thisfeature is used to view and select valid choices for a
field. After the choices are displayed in a pop-up, use the|

Used to move the cursor

+ > down one line

[4]andl¥] keys to highlight or point to the appropri-

ate data or item. Press [Enter] to shoot it back to the field.
Note: This feature is available for many fields in the
Enter Purchase Order option.

System Edits

PC-PRCH edits certain data elements to ensure accu

racy. If an error occurs or if required data is omitted, an

editerror message is displayed in a pop-up. Errors shoul
be corrected before creating the transmit file.

Function Keys

Your keyboard includes:

* Program function keys ([PA], [PF], [F], etc.), used to

execute functions and display specific screens in the
system

* Other function keys ([Enter], [Clear], etc.)

Used to move to theext sectionof data on

Used to move to thgrevious sectionof data

Used to move the cursor to theginning of

Used tamove the cursor from its current posi-

tion to theend of the current field.

Used to insert characters that you

For instructions on your equipment uségethese keys,
see the manufacturer’s operating guide.

Used to move the cursor to

+ A thebeginning of the field

See the bottom of each screen for specific function key

assignments and descriptions. Descriptions of the PCH
PRCH special function keys are provided below:

Used to move the cursor to

+ F thebeginning of the next field

Key Functions

Used toenter data into the system after you
Ente | | havekeyed it in at a screen or used to move to

Used tcsavedata.

thenext field.

Used tamove the cursor torevious field or

4 ([ line.

Used toexit the current function (except dur-
ing software installation).

Used to move the cursor to thext field or

v || line.

Used to display the

+ ? calculator.

Used toscroll forward to th@ext record or to

Used tgorint or paste a total
+ P from the calculator to a

‘.
’
r
Ctrl
Ctrl
PgDn| | the screen.
Pgup| | on the screen.
Home| | the current field.
End
Ins inadvertently omit.
Ctrl
Ctrl
Ctrl + W
Esc
Shift
Ctrl

numeric field.

-» move the cursor to the right

13
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Used todelete datathat is keyed in certain Used todelete a single char-
Sggfe fields. cul || + G | |acterdisplayed at the cursor.

Used todelete data to the
Note: You can normally delete the incorrect data by using | | Ctrl + T right of the cursor.

the [Space Bar]. However, some of the fields in this sys-
tem are edited to prevent use of the space bar. To correct

these errors, use another form of deleting data as de Used todelete all data right
scribed below. Ctrl + Y of the cursor.
Used todelete characterswhile moving the Used torestore the original
Del | | cursorbackward and téag records for dele- Ctrl + u contentsof a field if you enter
tion. new data by pressing [Enter].

14
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PC—-PRCH Access Level 1

This access level allows the user to add, edit, delete, browse, or print AD—838 order
and receipt report data; and perform general system maintenance.

15
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Main Menu for Access Level 1 Laser Print Order(s) (Access Levels 1, 2, 3, and O).

Used to print a facsimile AD—838 Issuing Office Copy,
After you sign on to PC—-PRCH, the appropriate main Seller’s Original, and Receipt Copy that replicates the
menu for Access Level (Figure 9) is displayed listing official Departmental AD—838, Purchase Order. A laser
the available operation options. printer is required to generate these facsimile forms.

For Access Level 1, these operation options are EnterReceipts — Jpe 40(Access Levels 1, 2, 3, and R). Used
Purchase Orders, Print Order(s), Laser Print Order(s),to add, view, change, or delete/restore Type 40 receiving
Receipts-Type 40, Help, Quit, and File Utilities. report data.

Note: Since each operation option usually has more Help (Access Levels 1, 2, 3, O, and R). Used to display
thanone access level, we have listed all of the applicablegenera| help information about how screens are set-up.
Access Levels in parentheses behind the operations 0pgeepperating Featuresunderintroduction, for more in-

tion heading. formation.

Following is a brief description of each operation

option: Quit (Access Levels 1, 2, 3, O, and R). Used to exit the

system and make backup files. SBgstem Access,
Enter Purchase Orders(Access Levels 1, 2, 3, and 0). Sign-Off/File Backup under Introduction for more

Used to add, view, change, or delete/restore AD-838 information.
data.

File Utilities (Access Levels 1, 2, 3, O, and R). Used to
Print Order(s) (Access Levels 1, 2, 3, and @sed to delete transmitted data, restore from backup diskette,
print AD-838 data or modify the printer configuration. reindex the files, purge/clear deleted orders and
This option is used mainly by nonlaser printer users. receipts, or speed the performance of the software.

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchase Order Operations—— —ule lcome
ENTER PURCHASE ORDERS WELCOME TO PC—PHRCH *
PRINT ORDER(S ) This program iz used to enter
LASER PRINT ORDER(S) Purchase Order data remotely

for transmittal to
uUusopa-~~HNFC.
RECEIFPTS — TYPE 48

HELFP Instructions to continue can be
QuUIT found on the MAVIGATIOM and
STATUS lines at the bottom of

FILE UTILITIES the screen...
avigation

T4 TO CHOOSE -4 TO EMTER SELECTION J
tatus

|

igure 9. Access Level 1 Main Menu
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Enter Purchase Orders ( Access Levels 1, Following are instructions for using these functions:
2, 3, And O)

Adding AnOrder (Types 40, 41, 42, 43, And 4B}.the

EnterPurchase Orders is the first operation option on the Enter Purchase Order Access Menu screen, select Add

: e : n Order or presé. The Enter Order Number field of
?;zsilr;rr:e'ar\]g_%n3d8ltdlzsit;sed o add, view, change, or delete@]e AD-838 is displayed at the bottom of the screen.

Note: To select an option, move to the applicable option i(r:]?gt;)g:_ggecn't('jaﬂrﬁ]cc?#;g“gt%?]dgoﬁgﬁsthr?; I:nt?[lrjilts
and press [Enter] or press the first letter of the menu op- 9 :

tion (e.g. [P] for Print Orders). The following pages pro- The Accountlt?g (ég_de Table must Pe c:ﬁtomlzedt_for
vide instructions for selecting and using each option. your agency by adding your agency's vaild accounting
codes. Other table entries must also be completed prior

Select EntePurchase Orders or keyfin The Enter Pur-  to entering an AD-838. (Séfaintain _Tables underAc-
chase Order Access Merfidure 10) is displayed show-  cess Level 2).

ing a list of functions on the right side of the screen. Use the Purchase Order System procedure (Title Il,

Below is a brief description of each function: Chapter 5, Section 1) as a guide to enter valid data.
Add An Order. Used to add a new AD-838. Complete the fields as follows:

View An Order. Used to view an AD—838 previously Enter Order Number (required,alphanumeric,
added. max. of 12 positionsKey in the purchase order number
which consist of the order type (40, 41, 42, 43, or 45), the
Change An Order. Used to edit an AD-838 previously  ordering office number (GSA FEDSTRIP requisitioner
added. number), fiscal year (1 position), and agency assigned
control number (not exceeding 5 positions). For exam-
d ple, 40—XXXX-7-12345 Note: (1) Be sure to key in a
numeric zero and not an alpha O. (2) The data entered in
the first 7 characters are retained once keyed in. If sys-
tem generated data is not correct, useltd key to
Exit. Used to exit the function menu and return to the backspace to the data that needs to be correct and key in
Main Menu. new data over the existing data.

Delete/Restore Order.Used to flag an order for dele-
tion or to recover a record that was previously flagge
for deletion prior to the use of the File Utilities, Purge
Deleted Orders function.

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchase Order Operations—— —fAccess Menu
ENTER PURCHASE ORDERS Select access mode!:
PRINT ORDERC(S)
LASER PRINT ORDERC(S) ADD AN ORDER
RECEIPTS — TY¥PE 48 UVIEW AN ORDER
HELP CHANGE AN ORDER
QuUIT DELETE~RESTORE ORDER
EXIT

FILE UTILITIES

tatus

avigation
ENTER ORDER NUMBER —> 48—XX}XX—7—XXXX J

ORDER TY¥PE — ORDERING OFFICE — FIZSCAL ¥R — ORDER NUMEBER |

Figure 10. Enter Purchase Order Access Menu
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UsSDha -~ HFC ORDER :
[PURCHASE ORDER OBLIGATIONS — DATA ENTRY AT — WX
i ORﬁGENCY USE ONLY AGENCY COMMENTS
2

[RECE IV ING CONTRACT ORDER SF—281 UNIT FUND ORDEH 10| [11|SUB
DATE CODE CODE CODE UMEBER
(O] A — KK KK 7| XX |

TYPE PURCHASEL2 |SELLER’ S@IDEHT MO 14| FORM 1899 TaXPAYER'S IDEMT MO
¥

ISELLER'S MHNAME & ADDRESS SHIPF TO —> CONSIGNEE MNAME & ADDRESS

avigation

[ENTER REMARKE FOR AGENCY USE

T=BACK FLD <l=FUuD FLD Esc=BYPASZ:

tatus

Figure 11. Purchase Order Obligations — Data Entry (Obligation Header) Screen

The cursor moves to the Purchase Order Obligations—Purchase Order Obligations — Data Entry
Data Entry screerF{gure 11). Screen (Obligation Header)

For Agency Use Only(optional, alphanumeric,
* The fiscal year (position 7 of the order number) must max. of 20 positionsKey in the requisitioner identifi-
equal the current fiscal year unless funds for the prior cation,F (to enter an order for a future fiscal year begin-
fiscal year have been restored, or F = future fiscal yearning August 1), or other data used by your agency.
will be keyed in the For Agency Use Only field and the No_te_: This information does not print on the Seller’s
order is keyed in beginning August 1. Original.

o _ Agency Comments (optional, alphanumeric,
* BeginningAugust 1, you can input orders for the next max. of 20 positionsKey in notes that pertain to the or-

fiscal year. To be consistent with the fiscal year shown der.Note: This information prints on the Seller’s Origi-
in the order number, be sure to date the order October Ingl.

or later. Also, verify thaF (future fiscal year) is keyed

in the For Agency Use Only field. Receiving Office No (required, alphanumeric,
max. of 7 positionsKey in the receiving office number
(4 position3 and other alphanumeric ddaposition3.

The first 4 positions must match the last 4 positions of
O}he GSA FEDSTRIP Requisitioner numbeipdfsition 5

Is M (multiple receiving offices), a 2-position humber
must follow. Key in leading zeros when necessary. For
example, “4216M2” key i216M02

e The purchase order type (40, 41, etc.), ordering
office/requisitioner number, and fiscal year (positions 1
through 7) used at the beginning of a session is retaine
and carried forward to the next order entered. If the data
is not the same for the order you are currently entering,
key in the new data over the existing data.

Contract Number (required,alphanumeric, max.
» The system edits on the order number entered. If it Of 20 positions)Key in the contract numbe@M (open
was previously used, the mess&gord exists — Cant ~ market), omone.

Add Duplicateis displayed. Press any key to continue. )
Note: The data entered in ti@der Date, Fund Code

andType Purchasefields are retained once keyed in. To
* To reuse an order number, or to enter an amendmentonfirm the displayed data, press [Enter] or key in the
to an existing order, go to the main menu. Select Enternew data over the existing data. The new data will be
Purchase Orders. At the Access MeFigufe 10 ), se- picked up on subsequent orders entered for the
lect Delete/Restore Order. Delete the order in accor-remainder of the program execution.
dance with the instructions discussedleting An Or-
der. Return to the main menu and select File Utilities. [6 ] Order Date (required, numeric, 8 positionsgur-
At the Utility Menu, select Purge Deleted Orders. See rent date is system generated on the first purchase order
File Utilities, Purging Deleted Orders underAccess obligation. If correct, press [Enter] or key in the order
Level 1. date (mmddyyyy)Note: It must be the date the order
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was placed and not the date the order was prepared. Theund Code fieldNote: See Appendix D in Title I,
date must be no later than the current date and be the fisChapter 5Section 1, for a complete explanation of these
cal year shown in the order nhumber. codes.

Unit Code (no-entry) Used by FS only. Key in the

SF—281 Code(required, alphanumeric, 2 posi- Uunit code.

tions). Key in the code that describes the method of pro-

curement and type of business. If you do not know the [9] Fund Code (required,, alphanumeric, 2 posi-
code, press [Enter] to display the SF-281 Code pop-uptions). If not system generated or correct, key in the NFC
(Figure 12 ). Point and shoot the applicable code to the assigned fund code. If you do not know the code, press
field. If Forest Service (FS), the cursor moves to the Unit [Enter] to display the Fund Code pop-@Fgure 13 ).
Code field. For other agencies the cursor moves to thePoint and shoot the applicable code to the field.

UsSDha -~ HFC ORDER :
[PURCHASE ORDER OBLIGATIONS — DATA ENTRY AN KKK T 7
[FOR @AGENCY USE OHNLY AGENCY COMMENTS

[RECEIVING CONTRACT ORDER SF—281 UNIT ORDER
OFFICE MO HNHUMBER DATE CODE CODE UMBER
B4 25797 AR —XKXKH K7 s

TAXPAYER'S IDENT MO

ISELLER'S MHNAME & ADDRESS CONSIGNEE MNAME & ADDRESS

Opening PRCHAA1T . DBF
Figure 12. SF-281 Code Pop-Up

UsSDha -~ HFC
[PURCHASE ORDER OBLIGATIONS — DATA ENTRY
[FOR @AGENCY USE OHNLY AGENCY COMMENTS

RECE IV ING COMTRACT ORDER SF—281 UNIT FUND
OFF ICE NO NUMBER DATE CODE  CODE CODE
X KK OME A4 2597 A .

TYPE PURCHASE SELLER'S IDEHMT HO Fund Code AYER'S IDENT HO
P

IE

BELLER"S NHAME & ADDRESS SHIPF TO M1 MAME & ADDRESS

[y P24

AME NAM N3

ADR1 ADR M

ADR NS

CIT [y (=)

SThA N7

PHO NE

avigation M9

tatus

Opening PRCHAA3T . DBF
Figure 13. Fund Code Pop-Up

20



Systems Access Manual Title VI
Procurement And Other Payments Chapter 7
PC-PRCH Section 13

UsSDha -~ HFC ORDER :
[PURCHASE ORDER OBLIGATIONS — DATA ENTRY AN KKK T 7

[FOR @AGENCY USE OHNLY AGENCY COMMENTS

[RECEIVING CONTRACT
OFFICE MO HNHUMBER Ven Id

12—-3454567
12—-3454678
54—-A8Z9246
99—9999999
ISELLER'S MAME & ADDR

STATE z1Pl
PHONE ¢ ] |

Opening PRCHA94T . DBF
Figure 14. Code/Ven ID Pop-Up

Order Number. (no-entry).This field is system  mat. (2) This data and any corrections should be
generatedrom the data entered in the Enter Order Num- recorded in the Maintain Tables option, Seller Address
ber field. table. More than one seller address can be stored in the

table by assigning a different 5-position alphanumeric
Sub (conditional, alphanumeric, 2 positions) code in the table.

This field is system generated to displf/ To confirm

press [Enter] or key in the 1 or 2 position special condi- Form 1099 (required, alpha, 1 position)This

tion code identified in the SUB Codes table. field is system generated to displdyNo), which indi-
cates Form 1099 reporting to the Internal Revenue Ser-
vice (IRS) is not required. To confirm the N, press
[Enter]. To request Form 1099 reporting to IRS, key in

. (Yes).Note: For details concerning the Form 1099 tax
numeric value. reporting process, see Title I, Chapter 5, Section 1.

* To amend the order, key in a 1- or 2-position alphanu-
meric value.Note: Edits are turned off beginning
after the entry of the amendment 2-position

* To complete entry of an amendment, the initial pur- , : : .
chase order record must have been established in th Taxpayersldent. No (required, numeric, 11 posi-
ions). Key in the TIN.

Purchase Order System. If the original obligation was

prepared on the same PC as the amendment, the Originq{lotes: (1) Valid formats for the TIN are the EIN for-
must be deleted and purged from the PC.[sésting matted 00—0000000 or the SSN formatted

an_Order for more information. 000-00-0000. Include the dashes in the indicated for-

Type Purchase(required, alpha, 1 position)This mat. (2) This information is used for Form 1099 tax

field is system generated to dispRypurchase order). reporting and for compliance with the Debt Collection
To confirm press [Enter] or key Bito code delivery or- ~ MProvement Act (DCIA). Be sure to have a completed
der. Form W-9, see Appendix C in Title Il, Chapter 5, Sec-

tion 1,and retain a file copy of the W-9 for use in verify-
Seller’s Ident No. (required, alphanumeric, ing the payee’s TIN should future business be transacted
11 positions) Key in the vendor’s taxpayer identifica- Wwith the same vendor.
tion number (TIN) or the Seller Address default code. If
you do not know the Seller Address code, press [Enter] gglier’'s Name & Address
to display the Code/Ven ID pop-ufigure 14 ). Point _
and shoot the code to the field. To enter a TIN not in the Note: (1) If you keyed in the stored Seller’s Ident No.,
table, key in the TIN in the correct format, the table will the following data is system generated: Seller's Name,

pop-up, press [Esc] to move to the next field. Adrl, Adr2, City, State, ZIP, and Phoi2) If you used
stored data and the data in the Seller's Name & Address

Notes: (1) Valid formats for the TIN are the employer fields are incorrect, you must correct the Seller
identification number (EIN) formatted 00—0000000 or Addresses table in Maintain Tables. Return to this
the social security number (SSN) formatted screen in the Change An Order function to incorporate
000-00-0000. Include the dashes in the indicated for-the correct data. (S&hanging an Order).
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Name (required, alphanumeric, max. of 34 posi- Phone (required, numeric, 10 positions)f not
tions). If not system generated, key in the seller’s name. system generated, key in the seller’s telephone number.

Adrl (required, alphanumeric, max. of 32 posi- Ship To — Consignee Name & Address

t_ions). If not system generated, key in the seller’s first Name (required, alphanumeric, max. of 34 posi-
line address. tions). To system generate the data in the Name, Adr 1,
Adr 2, City, State, ZIP, and Phone fields, key in the Con-
signee Name or Address code. If you do not know the
code, press [Enter] to display the Code/Cons Name pop-
up (Figure 15 ). Point and shoot the applicable code to
this field. The cursor moves to the Purchase Order Line

Reminder: The DCIA requires vendors to receive 't€m Information screerfigure 16 ).

payment electronically unless the vendor certifies that it ihe gata in the Code/Cons Name table is not applica-
an account at a financial institution is not available. g of you do not want to include the data in the Consign-

When contracting for goods or services with a new ge aAddress table, key in the data, the table will pop-up,
vendor, the agency is required to obtain necessaryinen press [Esc] to continue.

banking information for enrollment in the Vendor

Express program. Agencies should refer to the Vendor [24] Adrl (required, alphanumeric, max. of 32 posi-

Express procedure, Title 1l, Chapter 1, Section 2. tions). If not system generated, key in the consignee’s
first line address.

Adr2 (optional, alphanumeric, max. of 32 posi-
tions). If not system generated, key in the seller’s second
line address or the 9-digit Vendor Express ID number
(for example, VXPXXXXXXXXX).

City (required, alphanumeric, max. of 20 posi-

tions). If not system generated, key in the seller’s city. Adr2 (optional, alphanumeric, max. of 32 posi-
tions). If not system generated, key in the consignee’s

State (required, alphanumeric, 2 positions) not second line address.

system generated, key in the seller’s state code. ) ) ) )
City (required, alphanumeric, max. of 20 posi-

ZIP (required, numeric, max. of 9 positiong)not tions). If not system generated, key in the consignee’s
system generated, key in the seller’s ZIP Code. state location.

UsSDha -~ HFC
[PURCHASE ORDER OBLIGATIONS — DATA ENTRY
[FOR @AGENCY USE OHNLY

Cons Hame

[RECEIVING CONTRACT HATIONAL FINANCE CENTER
OFFICE MO GENERAL ACCOUNTING OFFICE
DEFPARTMENT OF TREASURY
DEFPARTMENT OF DEFENSE
RURAL DEVELOFPMENT

FARM SERVICE AGENCY

usDa

ISELLER'S MHNAME & ADDRESS FRED

123 MAINM STREET, ROOM 111 ADR1
ATTENTION: H. R. BROWN ADRZ
CINCINNATI CITY
OH EZIF 452ZZa — 9999 STATE La ZIPfve8as —
(5132 555 — 5555 PHONE (5843332 — 3333

OB

GENERAL ACCOUNT ING OFFICE NﬂHEI:

ET

[ENTER CONSIGHMEE MNAME OR ADDRESE CODE (@R

1+=BACK FLD =«I=-FUD FLD Esc=BYPASS
Opening PRCHA9ZT . DBF

Figure 15. Code/Consignee Name Pop-Up
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UsS Deaha -~ NFC ORDER :

[PURCHASE ORDER LINE ITEM INFORMATION AR XKNT 7

L INE_aCTION  BUDJ ACC QUANTITY UNIT —PRICE LINE
obDE31] o uHOLE- PART ENTS AMOLUNT

DESCRIPTION

avigation
[ENTER A8 — 99 0OR SPACEE (AA=LEADIMNG REMARKZ)
tatus

F5=Del Current Line T=Field Back 41=Field Fud

Figure 16. Purchase Order Line Item Information (Line Iltems & Descriptions) Screen

State (required, alphanumeric, 2 positiond) not displayed. Point and Shoot the appropriate code to the
system generated, key in the consignee’s state locationfield. To move back to the Line Item field, press [F3].

ZIP (required, numeric, max. of 9 position§ot * To key in more than one line item, press [F8]. This

the line item number changes to the next line item num-

Phone (required, numeric, 10 positions)f not ber. Press [Enter).

system generated, key in the consignee’s telephone,

number. To delete a line item while working in the document,

press [F9] to search for the line item to be deleted. Press
[F3] to get to the Line Item field, then press [F5]. An
asterisk (*) next to the Line Item number marks the item
for deletion. Press [F10] to get to the next screen. The
line items will automatically re-number.

The cursor moves to the Purchase Order Line Item In-
formation screergFigure 16).

Purchase Order Line Item Information Screen
(Line Items & Description) * To key in an action code with no line item number,

Line | ired ic 2 . h press the [Space Bar] in the Line Item field to delete the
ine ltem (required, numeric, 2 positionsYhis displayed number.

field is system generated to display 00. Key in the line
item number for each type of goods or services procured

* To key in an action code associated with a line item,
(01 through 99).

key in the same line item number keyed for the articles

and/or services entered in the Line Item field.
* To amend the order (when the Sub field is not 00), key

in the same line item number that is indicated on the ini-« To key in an action code not associated with a line

tial order of the item to be changed or add a new line jtem, press the [Space Bar] in the Line Item field to

item number for the item to be added. delete the displayed line item number and move the cur-
sor to the Action Code field.

* To type leading comments on the AD-838 or com-

ments that relate to a cancellation, press [Enter] at the[31] Action Code (conditional, alpha, 1 positionKey

displayed00 and the cursor moves to the Line Descrip- in the action code that identifies amounts added to or de-

tion field. Key in the message and press [Ctrl W] to save ducted from the subtotal. If the field is not required,

the data, or to use stored data press [Alt G] to display thepress [Enter].

Enter The Desired Description Code pop-up. Key in the

applicable code in the @ field. If the code is not in the ¢ If the action code is required and is associated with

table, the Standard Description Code (previously estab-a line item, key in the same line item number for the

lished in Maintain Tables, STD Description) pop-up is articles and/or services entered in the Line Item field.
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* If the action code is required and not associated with Unit Price — Dollars and Cents(required, numer-

a line item, press the [Space Bar] in the Line Item field ic, dollar amount max. of 6 positions and cents amount
to delete the displayed line item number and move themax. of 4 positionsXey in the unit price using a deci-
cursor to the action code field. mal if needed.

Budj Obj (required, numeric, 4 positionsiey in Line Amount (optional, numeric, dollar amount
the budget object classification code. If you do not know o« of 6 positions and cents amount max. of 2 posi-
the code, press [Enter] to display the Object Classtjons) Key in the amount of the extended value of the

pop-up(Figure 17 ). Point and shoot the applicable code jtem (quantityx unit price) using a decimal if needed.
to the field.Note: See the Budget Object Classification

Codes procedure, Title V, Chapter 3, for a description of

these codes. The system automatically calculates the quartityit

price. When an incorrect total is keyed in, the mathe-
. : . s matical computation is shown at the bottom of the
Acc Line (required, alphanumeric, 2 positions) screen. To paste the total displayed at the bottom of the

Key in the number of the accounting line that corre- i
sponds to the Accounting Classification section of the screen, press [Ctrl P]. If the pop-up calculakaye 8)

order (i.e., 01, 02, etc.). If the accounting is distributed, is needed, se@perating Features,Pop-Up Calculator.
key inX and press [Enter] to move to the next field. Do

not exceed 99 accounting lines for each order. Note: If your entry is not Line Item 01, press [F4] to get
to the Line Description field.

Quantity — Whole and Part (required, numeric,
whole number max. of 5 positions and part max. of
3 positions) Key in the quantity using a decimal if need-
ed.

Line Description (required, alphanumeric, max.
of 36 positions per lineKey in a description of the line
item. Press [Ctrl W] to save data.

Unit Iss (required, alphamax. of 3 positionsKey
in the unit of measurement. For examjdé, DZ, YR, Press [F10] to move the cursor to the Terms & Totals
JOB, etc. screen Eigure 18).

UsS Deaha -~ NFC ORDER :

[PURCHASE ORDER LINE ITEM INFORMATION AR XKNT 7

LINE ACTION BUDJ ACC QUANTITY UNIT UNIT —@PRICE LINE
ITEM CODE OB.J LINE WHOLE PART ISS DOLLARS ENTS AMOUNT
a1

Ohj Class

1155
1158
1181
1249
2121
2131
Z141
2151
Z168

Opening PRCHAAZT . DBF
Figure 17. Object Class Pop-Up
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UsDa~- HFC ORDER :
[PURCHASE ORDER OBLIGATIONS — DATA ENTRY AN KKK T 7
TERMS & TOTALS

D ISCOUNEPIOVERIF ICAT ION

SUB ESTIMATED
TOTAL

DAY RATE DAY
P=

BY (MNAME &

avigation

[ENTER DAY¥SE FOR NET PAYMENT J
tatus

T=BACK FLD +=J=FWUD FLD Esc=BYPASS |

Figure 18. Terms & Totals Screen

* To use stored data, press [Alt+G] to display the Enter Terms & Totals Screen
The Desired Description Code pop-up. Key in the appli-

cabl_e code in the @ field to display data_. If the code is Thig fielq is system generated to display 30 days. To
hot in the table, the Standard Description code (pre- cqnfirm press [Enter] or key in new data over existing

viously established in Maintain Tables, STD DesCrip- yata fthe days are over 60, the cursor moves to the Dis-
tion) pop-up is displayed. Point and Shoot the appropri- ;o n¢ erification field Note: If codes M, D, P, or C will

ate code to the field. Verify displayed data. If required, po antered in the Commodity Code field, verify dis-
press [F4] then key in new data over the displayed data'playedNet Days 30 and if applicable, change net days as

Press [Ctrl W] to save data and [F10] to display the next yo<eribed in Appendix G of Title I, Chapter 5, Sec-
screen. tion 1.

Net Days(required, numeric, max. of 2 positions)

Caution: Do not enter line item description to precede Discount Verification (conditional,alpha, 1 posi-
stored data. This action results in automatic deletion of tion). If the number in the Net Days field is over 60, key

line item data that you keyed in. in Y. If 60 days or less, this field is skipped.
_ Commodity Code (required, alpha, 1 position)
* To delete data on one line, press [Ctrl Y]. This field is system generated. To confirm the displayed
O press [Enter] or key in the new data over the existing
* To delete to the right of the data, press [Ctrl T]. data. \dlid codes art, D, P, C, GandX. (See Appendix

G in Title I, Chapter 5, Section 1 for a complete descrip-
tion of these codes.)

* To scroll within the field, press[#], [¥],

[»],[«], [Pg Up], or [Pg Dn]. Caution: A separate order must be issued for each dif-
ferent code. Also, when applicable, be sure the net pay-

_ ment terms in the Net Days field indicate 7 for code M,
* To save data, press [Ctrl W]. To move out of the field, 19 for code D or P, 14 for code C, or 30 and over for

press [Esc]. code O.

Sub Total (no-entry) This field is system gener-

* To add more line description while working in a doc- 5364 To confirm the displayed cumulative total of all
ument, press [F4] after the line item of the current line |ine amounts press [Enter].

item has been keyed in as described in Line Item.

Estimated Freight (conditional, numeric, max. of

7 positions) Key in the estimated cost of the freight
charge. If the freight charge should not be paid, key in
None or leave blank by pressing [Enter].

* To key in leading or trailing comments required on an
order, use this field. Leading comments are discussed
under Line Iltem. Trailing comments are added as des-
criptive text for the last item line. If added as a supple- Total (no-entry) This field is system generated.
ment to an earlier line item, the comments will print fol- To confirm the displayed amount (sub-total plus esti-
lowing that line. mated freight) press [Enter].
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Ship Via (conditional, alphanumeric, max. of
22 positions) If you entered data in Estimated Freight,

Addr1 (required, alphanumeric, max. of 31 posi-
tions). If not system generated or correct, key in the issu-

key in the method of shipment. For example, parcel ing office first line of the address.

post, motor freight, or railway express. If you did not

enter data in the Estimated Freight field, press [Enter] to Addr2 (optional, alphanumeric, max. of 32 posi-

leave blank . If you enterddl in the Action Code field,
key in method of shipment here.

F.O.B. Point(required, alpha, 14 positionslf the
freight charge is payable by the sellay inD (destina-
tion). If the freight is payable by the agency, keyOin

(origin).

F.0.B. Date (required, alphanumeric, 18 posi-
tions). Key in the date delivery or completion of services
is expected.

Rate 1, Rate 2, Rate Bptional, numeric, max. of
4 positions)Key in the exact terms (in order of largest to
smallest) of discount in each rate field (i.e., ke o
reflect 2%).

Note: Time discounts are not valid for Type 42 orders.

Day 1, Day 2, Day Joptional, numeric, 2 posi-
tions). Key in the exact number of days (in order of

tions). If not system generated or correct, key in the sec-
ond line of the address.

City (required, alphanumeric, max. of 20 posi-
tions). If not system generated or correct, key in the issu-
ing office city.

State (required, alphanumeric, 2 positions) not
system generated or correct, key in the issuing office
state.

ZIP (required,numeric, max. of 9 positiQn# not
system generated or correct, key in the issuing office
ZIP Code.

Ordered By (Name & Title)

Name (required, alphanumeric, max. of 25 posi-
tions). Key in the name of the procurement official au-
thorized to sign the order.

smallest to largest) in which the discount percentage Note: TheTitle andPhone No fields are retained once

rate applies. For example, key1f to reflect 10 days.

Issuing Office Name & Address

Note: All of the fields undendssuing Office Name &

keyed in. To confirm the displayed data, press [Enter] or
key in the new data over the existing data.

Title (required, alphanumeric, max. of 25 posi-

Addressare retained once keyed in. To confirm the dis- tions). If not system generated or correct, key in the title.

playeddata, press [Enter] or key in the new data over the

existing data.

Name (required, alphanumeric, max. of 34 posi-

Phone No(required, numeric, 10 positiondf not
system generated or correct, key in phone number.

tions). If not system generated or correct, key in the issu- The Purchase Order Obligation—Accounting screen

ing office name.

NE A B C D

UsDAa ~ OFM ~ NFC

PURCHASE ORDER OBLIGATION — ACCOUNTING

(Figure 19) is displayed.

ORDER :

AR XKN T 7
AGY
CODE

E DIST

ey

Ehift—Tabh=PREV FIELD

T=PREUV LINE

1=MNEXT

F5=Delete Line

Opening PRCHAAS9T . DEF

Esc=EXIT

Figure 19. Purchase Order Obligation—Accounting (Accounting Lines) Screen
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Purchase Order Obligation—Accounting FY97). Press [Enter]. Point and shoot the applicable
Screen (Accounting Lines) code to the A, B, C, D, or E field.

Acct Line (no-entry) This field is system gener-
ated from the Acc Line field on the Line Item Informa-
tion screen. To confirm the data press [Enter] or key in
over existing data.

* To identify data that is not a part of the accounting
code (such as a Document Control Number (DCN) used
in a Fund Control System or a Vehicle ldentification
Number (VIN) used by the Soil Conservation Service),
enter the accounting length in the Set Fiscal table prior
A B C D (required, alphanumeric, max. of 27 posi- to the entry of accounting data. If your agency does not
tions). Key in the agency determined accounting classi- appenddCN's or VIN's to accounting, do not use the Set
fication code previously entered in the Accounting Fiscal feature.

table.

* To enter orders for a future fiscal year beginning

E (optional, alphanumeric, max. of 8 positions) August 1 you must first_create the_ applicable fiscal year
Key in the 6-position management code, if needed, andaccounting described in the Maintain Tables option,

when required the 1-position prior year indicator code. Accounting function, Mass Change sub-function. Be
sure to key irF in the For Agency Use Only field.

Note: When using a prior year accounting classification
code, the following warning message will appear at the
bottom of the screeccounting class year (position 1)
not equal or 1 year prior to purchase order number
(position 7) Press [Enter] to continue.

Dist (conditional, numeric, 2 positions)f you
keyed inX in the Acc Line field on the Line Item
Information screen(Figure 16 ), key in the percent
(whole numbers, e.g5, to indicate 5% distribution and
95 to indicate 95% distribution). The total of accounting
lines markedX must be 100%. If no data is applicable,
Note: Each accounting classification record can have apress [Enter] to move to the next field.

maximum of 35 alphanumeric characters. Column iden-
tifiers (i.e., A, B, C, D, and E) are provided as a guide for

Agy Code (optional, alphanumeric, 2 positions
entering the accounting classification code. & (op B P )

To use this field for multi-agency procurement, key in
the agency code or press [Enter] to move to the Acct
« If the accounting code fails to match the accounting Line field or the end of the screen.

table search, the Accounting pop-@yure 20 ) is dis-

played. You can also display the accounting codes in thePress [F10] to display the Access Menu, the 41-Type
table for a specific fiscal year, by keying in the first digit Information Only ScreergFigure 21), or the Type 42

of the fiscal year in the accounting field (e.g., 7 for Information Only Scree(Figure 22).

ORDER :
PURCHASE ORDER OBLIGATION — ACCOUNTING ABXKXKT—7
ACCT AGY
LINE A B c D E DIST CODE

E o E o e

Account ing

412345

421234
2188884
1234563
2234563
3195884
4195884
4234563

Ehift—Tabh=PREV FIELD T=PREUV LINE 1=MNEXT LINE

F5=Delete Line Esc=EXIT

Opening PRCHBAAET . DBEF
Figure 20. Accounting Pop-Up
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UsSDha -~ HFC ORDER :
41 — TYPE INFORMATION OMLY 41X KKXT—7

SUBSCRIPTION NO SUBSCRIFPT IO DING DATE

tatus

avigation
’7 ENTER SUBSCRIFTION NUMBER AND ENDING DATE

Opening PRCH3S5DA . DBF
Figure 21. 41 — Type Information Only Screen

UsS Da-~HNFLC ORDER :

AEWKKNT—TF
TYPE 42 INFORMATION OHLY

PAYMENT
STI‘-‘aDl‘-‘aTE PaY _CYCLE MO OF_PAYMENTS AMT_EACH
66| 68 69

P

a.da8

[ENTER PAYMENT ZETARTING DATE

«1=FUnD FLD

T=BACK FLD

Ezsc=Bypass

Opening PRCH36DA . DEF
Figure 22. Type 42 Information Only Screen

41-Type Information Only Screen Type 42 Information Only Screen

o _ ) Payment Start Date(required, numeric, 8 posi-
Subscription No. (optional, alphanumeric, max. tions).Key in the date (mmddyyyy) the payment starts.

of 20 positions)Key in the subscription number. If & The date must be within the past month or next three
subscription number is not available, keyNane,NA months.

or leave blank.

Pay Cyecle (required, alpha, 2 positions). Key
Subscription Ending Date (required, numeric,  in the code that describes when payment should
8 positions) Key in the subscription ending date be made. Valid entries are:
(mmddyyyy). The Access Menu screen appears.

MO (monthly) BM (bimonthly)
Note: Orders for Type 41 with a P in the Sub block have BW (biweekly) WK (weekly)
a ceiling of $2,500. If you transmit the data, orders that AN (annual) SM (semimonthly)
exceed $2,500 are held in NFC suspense until personnelga (semiannual) TA (triannual)
in the Purchase Order Section review and verify the or-
der. QT (quarterly)
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No. of Payments(required, numeric, max. of Key in the order number, or press [Enter] at the Enter
2 positions).Key in the number of automatic payments OrderNumber field, then any key to display a list of pre-
in the cycle. viously entered ordergFigure 23). Use the[4] and

[¥] keys to locate the appropriate order number and
Amt Each (required, numeric, max. of 8 posi- press [Enter]. The Screen Me(figure 24)is displayed
tions). Key in the amount of each payment in the auto- on the right side of the screen. To select the applicable
matic pay cycle. screen, use tHéh ] andl ¥ ] keys and press [Enter]. To

view the next screen, press [Enter]. To return to the

* To add another order, return Adding An Order Screen Menu, press [F10].
(Types 40.41,42,43, and 45).

Changing An Order.This feature is used to modify an
order before it isransmitted to NFQNote: To amend an
order already transmitted, prepare an amendment.

* To view, change, delete, or restore an order, follow
the instructions fo¥iewing An Order, Changing An Or-
der, Deleting An Order, or Restoring An Order.

Note: The Print Order(s) and Laser Print Order(s) op- At the Enter Purchase Order Access Menu, select
tions, Print Select (Several) and Laser Print Select (Sev-Change ArOrder or key irC. The Enter Order Number
eral) functions identifies errors that are not corrected field isdisplayed at the bottom of the screliote: If the
during data entry. (Sefrinting _Several _Orders under first 7 characters are system generated and are not cor-

Print Orders(s) and Laser Printing Several Orders un- rect, use thel 41 key to backspace to the data that needs
derLaser Print Order(s) for more information on identi-  t0 be corrected and key in new data over the existing
fying errors). data.

Viewing AnOrder. At the Enter Purchase Order Access Key in the order number, or press [Enter] at the Enter
Menu (Figure 10, select View An Order or key M The OrderNumber field, then any key to display a list of pre-
Enter Order Number field is displayed at the bottom of viously entered orders. Use thé] and [¥] keys to

the screerNote: If the first 7 characters are system gen- locate the appropriate order number and press [Enter].
erated andre not correct, use tH# 1 key to backspace ~ The Screen Menu is displayed on the right side of the
to the data that needs to be corrected and key in new datacreen. To select the applicable screen, usé4the
over the existing data. andl ¥ 1 keys and press [Enter].

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchasze Order Operations Obligationsq

ENTER PURCHASE ORDERS : 1111

PRINT ORDERC(S) 4877 ?Y7—77

LASER PRINT ORDERC(S) 4899997-11111

RECEIPTS — TY¥PE 48 4\A99997-88888

HELP 4399997 —-99999

QuUIT AAXXKKT—12345
AAXKKK 77

FILE UTILITIES AAXKKKT—T77
AAXXXXT7—89812

4811117-1111

tatus

avigation
T4 TO CHOOSE -4 TO ENMTER SELECTION Ez=c = QUIT J

=ze arrow keys Tl to position and - +to choose |

Figure 23. Previously Entered Orders Screen
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|] P C — P R CH R EMOTE D A TnaA E M TR ¥ [l
—Purchase Order Operations —sScreen Menw
ENTER PURCHASE ORDERS Select Screen:
PRINT ORDERCS)
LASER PRINT ORDER(IS) OBLIGATION HEADER
RECEIPTS — TYPE 48 LINE ITEMS & DESCRIPTIONS
HELF TERME aAND TOTALS
QuUIT ACCOUNTING LINES
41—TYPE INFORMATION
FILE UTILITIES 4Z2—TYPE INFORMATION
EXIT
avigation
T4 TO CHOOSE -! TO ENTER SELECTION J
tatus
AWVAITING MENU CHOICE |

Figure 24. Screen Menu

* To correct data on tHeurchase Order Obligations— — To delete a line item, press [F9] to search for the
Data Entry screen (Obligation Header)(Figure 11), line item to be deleted. Press [F3] to get to the Line
press [Enter] to move to the applicable field. Key in the Item field, then press [F5]. An asterisk (*) next to
new data over the existing data. To return to a previous the Line Item number marks the item for deletion.
field, use thé4 ] key. To move to the end of the screen, The line items will automatically re-number. Press
continue to press [Enter] or [Esc]. To display the next [F10], any key, then [Enter] to move to the Terms
screen, press [Enter] at the last field. To display the and Totals screen. To validate the decreased value
Screen Menu, press [F10]. of the order, press [Enter] to move to the Sotall
and Total fields.
* To correct data on thBurchase Order Line Item — To correct data in the Line Description field
Information screen (Line Items & Descriptions) (Figure 16 ), press [F4] to move to the beginning of
(Figure 16 ), press [F3] to move to the Line Item field. the description line.

Note: The keys listed at the bottom of the screen are
used to quickly find the line item number to be cor-

— To locate the description field line when multiple
line item descriptions exist, press [F9]. The Enter
Line Number to Search For field is displayed. Key

rected. : X .
in the line number to display the screen and press
— To move the cursor under the applicable field, [F4] to move the cursor to the description line.

presgEnter]. Key in the new data over the existing  _ | jine descriptions must be added or blank lines
data. After all corrections are made, press [Esc] to inserted between data, use the [Space Bar]. After
exit the screen. Errors are displayed at the bottom description lines are added, press [Ctrl W] to save
of the screen. If there are no errors, press [F10] to the data.
display the Screen Menu or [Enter] to display the
next screen. Press [F10] to display the Screen Menu.

30

To add a line item, press [End] to locate the last ©_TO correct data on thderms & Totals screen
item of the order. Press [F8], then [F3]. Key in the Figure18 ), press [Enter] to move to the applicable
next line item number and press [Enter]. Key in field. Key in the new data over the existing data. The

data in each field. Press [F4]. Key in data on the Sub Total and Total fields are system generated. To con-
Line Description screen. To display data stored in fi'M the displayed data, press [Enter].

the Standard Description table, press [Alt G], then  _ Tq edit the rest of the data on the screen, press
enter the description code in the @ field. Press [Esc]. Ifthere are errors, an error message(s) is dis-
[Ctrl W] to save the data. Press [F10], any key, then played. If there are no errors, press [Enter] to move
[Enter] to display the Terms and Totals screen. to the Accounting screen or press [F10] to display

i L . the Screen Menu.
The cost of additional line items or the deletion of

line items are automatically included on the Terms ¢ To correct data on tHeurchase Order Obligation—
& Totals screerFigure 18 ). To validate the addi-  Accounting screen (Accounting Lines)Figure 19 ),
tional value of the order, press [Enter] to move to press [Enter]. You will be positioned in the Acct Line
the Sub- Total and Total fields. field. Press [Enter] to move to the A B C D field. Key



Systems Access Manual Title VI
Procurement And Other Payments Chapter 7
PC-PRCH Section 13

in the accounting code or key in the first digit of the fis- D. The Enter Order Number field is displayed at the bot-
cal year. Press [Enter] and any key. The Accounting tom of the screen.

pop-up screerFigure 20 ) listing valid accounting data

is displayed. Point and shoot the applicable accountinge To view and select an order to delete from a list of pre-
code to the A B C D field. The cursor moves to the next viously entered order@igure 23 ), press [Enter] at the
field. Enter Order Number field and then any key. Use
the[4]andl¥] keys to select the order number you
want to delete and press [Enter]. To confirm the delete
action, the order number and the w@dletedis dis-
played at the bottom of this list. To return to the Access
Menu, press [Esc].

— To change multiple lines of accounting on the
Accountingscreen, press [Enter]. You will be posi-
tioned in the Acct Line field. Use th#] andl ]
keys to select the applicable field. Key in the new
data over the existing data. Press [Enter] to move

to the bottom of the screen or press [Esc]. . L .
P [Esc] * To delete an order without activating the list of

— To add a line of accounting on the Accounting orderskey in the order number in the Enter Order Num-
screen, press [Enter] to move to the Acct Line ber field and press [Enter]. The Obligation Data Entry
field. Press [Enter] to the next accounting line. screen iglisplayed with the messagdéove Order Being
Key in the next accounting line number and the Marked For Deletion Press any key to return to the
accounting data in the applicable fields. Press Access Menu. To remove an order flagged for deletion,
[Enter]. secFile Utilities, Purging Deleted Orders under Access

Level 2 for instructions.

— To delete a line of accounting, press [Enter] to
move to the Acct Line field. Use th@ ] and( ¥ |

keys to select the applicable accounting line. PreSSRestoring An Order. At the Access Menu, select
[FS]. Delete/Restore Order or key D. The Enter Order

To exit the Change An Order function, press [Esc] then Number field is displaye&aution: To restore an order,

[F10]. The Screen Menu is displayed. Select Exit to €nsure that it was mark&ELETED. This will prevent
return to the Access Menu. deleting an order in error since the restore procedure is

opposite from the deleting procedure.

* To correct data on th&l — Type Information Only ) )
screen(Figure 21 ), press [Enter] to move to the applica- * T0 view and select one order to restore from a list of
ble field. Key in the new data over the existing data. Previously entered orders, press [Enter] at the Enter
Press [Enter] until you are the last field. To display the ~ OrderNumber field, then any key. Use il and [V ]
Access Menu, press [Enter]. To display the Screenkeys to select the order number you want to restore.

Menu, press [F10]. When you select the order number, ensure that it is
markedDeleted Press [Enter]. The word deleted is re-
» To correct data on th&pe 42 Information Only moved and the order is restored. To return to the Access

screen(Figure 22 ), press [Enter] to move to the applica- Menu, press [Esc].
ble field. Key in the new data over the existing data.
Press [Enter] until you are the last field. To display the ¢ To restore an order without activating the list of
Access Menu, press [Enter]. To display the Screen orderskey in the order number in the Enter Order Num-
Menu, press [F10]. ber field and press [Enter]. The Purchase Order Obliga-
tion screen is displayed with the wdbdeletedin the up-
per left corner of the screen. The messad@yve Order
Deleting AnOrder. At the Enter Purchase Order Access Being Restoreds displayed at the bottom of the screen.
Menu (Figure 10) select Delete/Restore Order or key in Press any key to return to the Access Menu.
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Print Order(s) (Access Levels 1, 2, 3, print option is provided to be used when the PC equip-
And O) ment is not connected to a printer.

Print Order(s) is an operating option on the main menu Exit. Used to exit the Print Menu and return to the Main
used to test the nonlaser printer alignment, print severalMenu.

orders on the preprinted Form AD-838-5PE, quickly

print one order on the preprinted Form AD-838-5PE, To select a function, move the cursor to the applicable
and setup the nonlaser printer. Note: The 5-part  option and press [Enter] or key in the first letter of the
AD-838 are: Issuing Office Copy (yellow), Seller's menu option (e.g., [T] for Test Printer Alignment).
Original (white), Receipt Copy (green), Property Copy

(gold), Agency Use Copy (blue). Following are instructions for using these functions:

Select Print Order(s) or key iR The Print Menu  qegiing The Printer AlignmentLoad the printer with
(Figure 25) is displayed with a list of functions on the g4 AD_838-5PE. At the Print Menu screen, select
right side of the screen. Test Printer Alignment or key im.

Below is a brief description of each function: . . .
* If you are printing to a diskette, you are using a PC
Test Printer Alignment. Used to test the Form AD-83g  that is not connected to a printer and [F] was keyed in

alignment of the printer. A dummy document should be during the Setup Printer function. At the status line, the
used. messagédnsert Blank Formatted Diskette in Drive A:

Press any key to continigdisplayed. Insert the diskette

Print Select (Several)Used to view order numbers that @nd press any key. The mess&git Dummy AD-838
have been entered in the system. It also provides statis{® Test Printer Alignment? (Y/N), AD-838 Form Should
tics relating to each order. For example, you can print B€ Loaded In Printers displayed. Key inY (Yes) to
one or several orders, identify deleted orders, orders tha€OPY the dummy AD-838 to the diskette, or keyNin
contain errors, orders that were previously printed, and (N©) if you do not want to copy the test print. This file
orders that were previously transmittdhte: The print ~ ©n the diskette is named ORDER.PRN. To print the

process is inoperable when orders have been deleted ofrders, take the diskette to a PC that is connected to a
transmitted. printer loaded with the Forms AD—838-5PE.

Quick Print (One Order). Used to print one specific  * If you are printing from the hard-disk, you are using
order. a PC that is connected to a printer and [P] was keyed in

during the Setup Printer function. The test print will
Setup Printer. Used to change the setup of the printer to print onto the Form AD-838-5PE, Purchase Order, pre-
print AD—838 data from hard drive onto a diskette. This viously loaded in the printer.

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchase Order Operations—— —Print Menu
ENTER PURCHASE ORDERS Select print option:
PRINT ORDER(S)
LASER PRINT ORDERC(S) TEST PRINTER AL IGHMENT
RECEIPTS — TY¥PE 48 PRINT SELECT (SEVERAL)
HELP QUICK PRINT (ONE ORDER)
QuUIT SETUF PRINTER
EXIT

FILE UTILITIES

avigation
T4 TO CHOOSE 4! TO ENTER SELECTION J
tatus
|

Figure 25. Print Menu
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Printing Several OrdersLoad the printer with Form B2 Line Description
AD-838-5PE. At the Print Menu, select Print Select c1 Terms & Totals
(Several) or key iP. The Purchase Order Print Selec- T )
tion screer{Figure 26) with ? in the SEL column is dis- D1 Obligation Accounting
played with the following code selections at the bottom G1 Type 42 Information
of the screen. 11 41-Type Information
Y = Select .. (two dot3 No errors
R = Select Rest Note: Orders with errors will print. The printed order
N = Ignore will indicate the wordError in the Ordered By block. To
X = Ignore Rest correct errors, seBnter Purchase Orders, Changing

An_Order underAccess Level 1.
* To view all of the orders, use thd ], [¥ ], [Pg Up]
or [Pg Dn] keys. The Printed and Xmitted columns indicat€Yes) orN
(No). TheY indicates that the order was printed or trans-
¢ To select the purchase Order(s) you want to print, key mlttedThd\l indicates that the order was not printed or
inY, R, N or X in the SEL column. transmitted.

The delete (DEL) column on the Purchase Order— Print Noté: TheN flag will not change t& when an order that
Selectionscreen flags the order by use ofth@sterisk). ~ contains an error was printed. You must correct the
The orders marked delete will be excluded during the Order, then print. The flag will change Yowhen the
transmission process. To reuse deleted order numbers2rder was successfully entered and printed.

delete orders marked DEL on this screen. Seging
Deleted Orders File Utilities under Access Level 2for

instructions on how to remove orders flagged for dele- o . .
tion on the PC. * If you are printing to a diskette, you are using a PC

that is not connected to a printer and [F] was keyed in

The Error column displays a code that identifiespine during the Setup Printer function. After you press [Esc]
chase order screen that contain errors. The code an@nd any key, the messagesert Blank Formatted Dis-
screen description are: kette In Drive A: Press Any Key To Contingedis-

played. Insert the formatted diskette and press any key.
Code Screen Description A Printing Order pop-up is displayed briefly indicating
N the orders being copied to the diskette. When the
Al le|gat|on—Data E_ntry selected orders are copied, you will return to the Print
B1 Line Item Information Menu. This file on the diskette is named ORDER.PRN.

To print the selected order(s), press [Esc] then any key.

UsoDsa~--HFLC

PURCHASE ORDER — PRINT SELECTION
SEL P.0. HUMBER PRINTED XMITTED

48111171111
4877V EVT
489999711111
489999788888
489999799999
AAXKKK 712345
ARXKKKTT
AAXKKKTTT
4AXXXKX7EIA1Z
B 15 Rt s e
419999799999

o] ond ond oo e wod o] o] o] o] o)
ZITZTZIZITXIX
ZITIZTZTIZITIIITIII

<¥>=NBEL. <R;=SEL. REET <N>=IGHORE <X»>=IGNORE REST E=sc=EXIT <1> <T> <PgUp~-Dn>
OBLIGATION Rec Mo 2-17 UView: Entire file 131k free

Figure 26. Purchase Order Print Selection Screen
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To print the orders, take the diskette to a PC that is con-To print the orders, take the diskette to a PC that is con-
nected to a printer loaded with the Forms AD—-838-5PE. nected to a printer loaded with the Forms AD-838-5PE.
Insert the diskette in Drive A. Exit to DOS, using the Insert the diskette in Drive A. Exit to DOS, using the
DOS program installed in that PC. At the C prompt, key DOS program installed in that PC. At the C prompt, key
in, TYPE A:ORDER.PRN>PRNand press [Enter]. in, TYPE A:ORDER.PRN>PRNand press [Enter].

* If you are printing from the hard-disk, you are using * If you are printing from the hard-disk, you are using
a PC that is connected to a printer and [P] was keyed in@ PC that is connected to a printer and [P] was keyed in
during the Setup Printer function. After you press [Esc] during the Setup Printer function. The Enter Order
and any key, the selected orders will be printed in the Number field is displayed on the status line of the
passes specified in the Setup Printer function onto thescreen. Key in the order number you want printed. The

Form AD-838-5PE, Purchase Order, previously loaded order will be printed in the passes specified in the Setup
in the printer. The Print Menu is displayed after the Printer function onto the Form AD-838-5PE, Purchase

selected orders are printed. Order, previously loaded in the printer. The Print Menu
is displayed after the selected order is printed.

Note: Printing orders onto a Form AD-838 that have

been saved on hard-disk can be printed through the .

printer or through a diskette to a printer. The printer Note: Printing orders onto a Form AD-838 that have
must be setup in accordance with the Setup Printer func-P€en saved on hard-disk can be printed through the

tion. For more information, segetting Up The Printer. printer or through a diskette to a printer. The printer
must be setup in accordance with the Setup Printer func-

tion. For more information, seSetting Up The Printer.

After you remove the error free printed orders from the
printer, the procurement officer must sign the AD-838
in Block 31e, Authorized Signature, and make agency After you remove the error free printed order from the
distribution. Do not send a copy of the order to NFC. printer, the procurement officer must sign the AD-838
in Block 31e, Authorized Signature, and make agency
Caution: Before the seller's original Form distribution. Do not send a copy of the order to NFC.

AD-838-5PE is mailed to the seller on Types 43 and 45
orders, be sure to write/type the agency billing addressCaution. Before the seller's original Form

in the billing instructions block of the seller’s original A5 g2 spE is mailed to the seller on Type 43 and 45
ordeégind (I:ross ou; NFC's addresf?_. The |nv0|ce_\t/)\1lll trf1en orders, be sure to write/type the agency billing address
90 |r_ectyhto Ft e E;?SH%S OBICT rgspon3|Re O in the billing instructions block of the seller’s original

preparing the Form B, Invoice — Receipt , qerand cross out NFC's address. The invoice will then

Certification, or Form AD-838D, BPA-Invoice— ; : ;
. L . ' ) go directly to the agency office responsible for prepar-
Receipt—Certification, which are submitted by the ing the Form AD 838-B, Invoice — Receipt Certifica-

agency to the NFC for payment processing. This WiII_ ion, or Form AD—838D, BPA—Invoice—Receipt—Certi -

help to ensure_that payments are made on time to avo'q;‘ication, which are submitted by the agency to NFC for

interest penalties. payment processing. This will help to ensure that pay-
ments are made on time to avoid interest penalty.

Printing One Order. Load the printer with Form  Setting Up The PrinterAt the Print Menu, select Setup
AD-838-5PE. At the Print Menu, select Quick Print Printer or key irS. The Print Setup scregfigure 27) is
(One Order) or key iQ. displayed with the current print information.

* If you are printing to a diskette, you are using a PC If the displayed information is correct, keyNn(No) in
that is not connected to a printer and [F] was keyed in the Do You Wish to Change (Y/N) field. The Print Menu
during the Setup Printer function. The messhgert is displayed.

Blank Formatted Diskette In Drive A: Press Any Key To OR

Continueis displayed. Insert the formatted diskette and To change the displayed information, keyyifyes) in
press any key. The Enter Order Number field is dis- the Do You Wish to Change (Y/N) field.

played on the status line. Key in the order number you ; - - -

want printed. The order number is displayed briefly on #K%/flg;f;;aspﬁgl)gnate number in the 2 position, New
the screen. When the selected order is copied, you will '

return to the Print Menu. This file on the diskette is — Key inP for printer orF for floppy (diskette) in the
named ORDER.PRN. 1 position, To Printer Or Floppy field. A message
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confirming the AD—838 passes, and the to printer or  fields again.

floppy diskette is displayed with the questisrthis

Ok? (Y/N) Respond by keying ¥ (Yes) orN (No). If Note: Five parts of the Form AD-838-5PE in a printer
Y is keyed in, the system will return you to the Print requires one pass. If your printer will not print on five
Menu. IfN is keyed in, the system will display the parts, more passes are required.

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchase Order Operations—— —Print Menu

ENTER PURCHASE ORDERS PC—PRCH is currently set wup to
PRINT ORDER(IS) print the AD—838 in 1 passl(es)
LASER PRINT ORDER(S) to floppy diskette in drive A:
RECEIPTS — TY¥PE 48

HELP

QuUIT DO YOoU WISH TO CHANGE (¥Y-NY

FILE UTILITIES

avigation
T4 TO CHOOSE 4! TO ENTER SELECTION J
tatus
|

Figure 27. Print Setup Screen
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Laser Print Order(s) (Access Levels 1, 2, displayed with the following code selections at the bot-
3, And O) tom of the screen.

Laser Print Order(s) is an operating option on the main Y - Select

menu used to print severalame order on a laser printer. R - Select Rest

This option generates a 3-part facsimile Form AD-838. N = Ignore

Note: The 3-parts are: Issuing Office Copy, Seller’s X = Ignore Rest

Original, and Receipt Copy. When there is a need,
Receipt Copy can be reproduced and used as a propert
copy. The Issuing Office Copy can be reproduced and
used as an Agency Use Copy.

¢ To view all of the orders, use thd ], [¥ ], [Pg Up]
gr [Pg Dn] keys.

* To select the purchase order(s) you want to print, key

Select Laser Print Order(s) or keylin The software  inY, R, N or X in the SEL column.
will load the print fonts. The Laser Print Menu

(Figure 28) is displayed with a list of functions. The delete (DEL) column on the Purchase Order— Print

Selectionscreen flags the order by use ofth@sterisk).
Below is a brief description of each function: The orders marked delete will be excluded during the
) ) transmission process. To reuse deleted order numbers,
Laser Print Select (Several)Used to view order num-  gelete orders marked DEL on this screen. Seging
bers that have been entered in the system. It also propgjeted Orders File Utilities under Access Level 2for

vides information relating to each order. For example, jnstructions on how to remove orders flagged for dele-
you can print one or several orders, identify deleted tjon on the PC.

orders, orders that contain errors, orders that were pre-
viously printed, and orders that were previously trans- The Error column displays a code that identifiespiine
mitted. chase order screen that contain errors. The code and

. . . screen description are:
Laser Quick Print (One Order). Used to print one spe-

cific order. Code Screen  Description
Exit. Used to exit the Print menu and return to the Main Al Obligation—Data Entry
Menu. B1 Line Item Information
To select a function, move the cursor to the applicable B2 Line Description
option and press [Enter]. C1 Terms & Totals
Following are instructions for using these functions: b1 Obligation Accounting
o _ G1 Type 42 Information
Laser Printing Several OrderdAt the Print Menu select :
X . 11 41-Type Information
Laser Print Select (Several). The Purchase Order Print
Selection screefFigure 26) with ? in the SEL column is .- (two dotg No errors
USDA/NFC
[ Pc-PRCH REMOTE DATA ENTRY
_ Purchase Order Operations —_ _  Print Menu
EQFNETR&'\E@ECF\!—@)SE ORDERS Select Print Option:
LASER PRINT ORDER(S)
EEEPE'PTS —TYPE40 LASER PRINT SELECT (SEVERAL)
QUIT LASER QUICK PRINT (ONE ORDER)
EXIT
TRANSMIT FILE
FILE UTILITIES
MAINTAIN TABLES
ASSIGN ID/PASSWORD
—— Navigation
| Status # v TOCHOOSE ¢ TOENTER SELECTION
AWAITING MENU CHOICE

Figure 28. Laser Print Menu
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Note: Orders with errors will print. The printed order the agency office responsible for preparing the Form
will indicate the wordError in the Ordered By block. To AD 838-B, Invoice — Receipt Certification, or Form

correct errors, sebnter Purchase Orders, Changing AD-838D, BPA-Invoice—Receipt—Certification, which
An_Order underAccess Level 1. are submitted by the agency to NFC for payment

processing. This will help to ensure that payments are
The Printed and Xmitted columns indicat€Yes) orN made on time to avoid interest penalties.

(No). TheY indicates that the order was printed or trans-

mitted. TheN indicates that the order was not printed or Laser Printing One Order.At the Print Menu, select

transmitted. Laser Quick Print (One Order). The Enter Order Num-
ber field will be displayed on the status line of the

Note: TheN flag will not change t&when an order that  screen. Key in the order number. The Print Menu is dis-

contains an error was printed. You must correct the played after the selected order is printed.

order, then print. The flag will change Yowhen the

order was successfully entered and printed. Note: If the order is error free, the Purchase Order Print
Selection screerFigure 26 ) will reflect Y (Yes) in the

* To print the selected order(s), press [Esc] then any printed column. If the order contains errors, Yhitag

key. After the orders are printed, you will return to the will not be set and the order cannot be transmitted until

Print Menu. the order is corrected and reprinted.

Note: If the order is error free, the Print Selection screen After you remove the error free printed order from the
(Figure 26 ) will reflectY (Yes) in the printed column. If  printer, the procurement officer must sign the AD-838
the order contains errors, theflag will not be set and  in Block 31e, Authorized Signature, and make agency
the order cannot be transmitted until the order is cor- distribution. Do not send a copy of the order to NFC.
rected and reprinted.

Caution: Before the seller's original Form
After you remove the error free printed order from the AD-838-5PE is mailed to the seller on Type 43 and 45
printer, the procurement officer must sign the AD-838 orders, be sure to write/type the agency billing address
in Block 31e, Authorized Signature, and make agency in the billing instructions block of the seller’s original
distribution. Do not send a copy of the order to NFC. orderand cross out NFC’s address. The invoice will then

go directly to the agency office responsible for prepar-
Caution: Before the seller’s original Form AD-838 is ing the Form AD 838-B, Invoice — Receipt Certifica-
mailed to the seller on Type 43 and 45 orders, be sure tdion, or Form AD-838D, BPA—-Invoice—Receipt—Certi -
write/type the agency billing address in the billing fication, which are submitted by the agency to NFC for
instructionsblock of the seller’s original order and cross payment processing. This will help to ensure that pay-
out NFC'’s address. The invoice will then go directly to ments are made on time to avoid interest penalty.
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Receipts — Type 40 (Access Levels 1, 2, 3, Delete/Restore A ReceiptUsed to delete a previously
And R) entered receipt and to recover one that was previously

deleted prior to the use of File Utilities, Clear Deleted
Receipts—Type 40 is an operations option on the mainReceipts function.
menu used to enter receiving report data applicable to
Type 40 orders which require a receipt prior to payment Exit. Used to exit the Receipts—Type 40 and return to the
of a seller’s invoice. Main Menu.

Note: Type 40 orders over $1,000 will be processed for Fo|iowing are instructions for using these functions:
payment as soon as the vendor’s invoice and agency'’s

receiving report are received at NFC. Adding A ReceiptAt the Access Menu, select the Add
A Receipt option or key iA. The Enter Order Number

Select Receipts—Type 40, or keyRnThe Receipts Ac- field is displayed at the bottom of the screen.

cess MenuFigure 29 is displayed showing a list of

functions on the right side of the screen. Complete the fields as follows:

Below is a brief description of each function: ) ]
Enter Order Number (required, alphanumeric,

Add A Receipt. Used to add a new receipt. max. of 12 positionsKey in the purchase order number
(after the preprinted 40). This number consists of pur-

View A Receipt. Used to look at a previously entered chase order type 40, ordering office number, fiscal year,
receipt. and control number.

Change A Receipt.Used to edit a previously entered The cursor moves to the Purchase Order Receiving Re-
receipt. port—Header Info/Entry scre€Rigure 30).

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchasze Order Operations —fAccess Menu
ENTER FPURCHASE ORDERS Select access mode!:
PRINT ORDERC(S)
LASER PRINT ORDER(S) ADD & RECEIPT
RECEIPTS — TYPE 48 UVIEW A RECEIFPT
HELP CHANGE A RECEIPT
QUIT DELETE-RESTORE i RECEIPT
EXIT

FILE UTILITIES

tatus

avigation
ENTER ORDER HUMBER —> 48— - - J
ORDER TYPE — ORDERING OFFICE — FISCAL ¥R — ORDER NHUMBER |

Figure 29. Receipts Access Menu
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» = = U E DA NFLC * =

PURCHASE ORDER RECEIUVING REPORT — HEADER INFO -~ ENTRY
[P~ NUMBER : 48—X —7F—XX REC OFFICE:
RCUD-ACCPT. DATE: -~ (MM DD ¥¥¥¥)ITYPE SHIPMENT:
PURCHASE ORDER RECEIVING REPORT — ITEM INFO ~ ENTRY
[LINE QUANTITY L INE QUANTITY L INE QUANTITY
ITEM WHOLE PART ITEM WHOLE PART ITEM WHOLE PART

T PR | PR

P

avigation

‘F:tatua J
F5=Del Thi=z Receipt T=Field Back “41=Field Fud Ezc=End Edit |

Figure 30. Purchase Order Receiving Report-Header Info/Entry Screen

Purchase Order Receiving Report—Header * To edit the item info, press [F4].
Info/Entry Screen

Rec Office (required, alphanumeric, max. of * To display the Receipts Access Menu, press [F10].
7 positions) Key in the 4- or 7-position multi-receiving

SO0 ) Purchase Order Receiving Report—Item Info/Entry
office identification.

Line ltem (required, numeric, 2 positiongKey in

. : _ the line item number (01-99). This screen allows 33 line
Revd/Accpt. Date (required, numeric, 8 posi- item entries. After the 33rd line item has been keyed in,

tions). To confirm the displayed date press [Enter] or .. iher page is displayed for the entry of line item
key in the new date (mmddyyyy) over the existing date. beginning with number 34, etc.

This date indicates when the goods or services were
received, inspected, and accepted. Note: In identifying the items received, ensure that the
line item number on the order and the line item entered
Note: This date must not be greater than the current datematch. This must be a perfect match.
or prior to the order date. It must be the actual date of
receipt/acceptance. If the receipt/acceptance date is no
accurate, interest penalties in accordance with the
Prompt Payment Act may be incurred.

Quantity Whole/Part (required, numeric, max. of
positions for whole number and max. of 3 positions for
part). Key in the amount of the quantity. If the quantity
received covers only a decimal part of an item, key in a
decimal point then the numerical value. Always count
the items received in the same unit of issue shown on the
order. If the unit of issue received is different than the

) ) ) » i unit of issue shown on the order, convert quantity
P is used for partial when a single receiving office has received to unit of issue indicated on the order. For

received less than the entire order (including amend'example 3 dozen plants ordered but only 6 were

ments) and when multiple receiving offices submits a ycejved. Key in5 in the Quantity Whole/Part field.
receipt.When P is keyed in, the cursor moves to the Line

Item field. If you pressed [Enter] without keying data in this field,
the messag@ero Quantity Invalid — Replaced with "1’

C is used for complete shipment or the last/remainder ofis displayed. If you agree that the one (1) quantity is cor-

the order when partials were previously reported. Whenrect, press any key, or use th#]key to return to the

C is keyed in, the cursor moves to the lower right corner field and key in the appropriate quantity received for

of the screen. that line item.

Type Shipment(required, alpha, 1 positionKey
in P for partial orC for complete

e To return to the Receipts Access Menu, press [Esc],

Note: The C is not used for a shipment considered com- any key, then [F10].

plete and received by multiple receiving offices. Use P

for this type of receipt.  To make changes to a receipt prior to final entry, press
[Esc] and any key. To select the fields you want to cor-
* To edit the header info, press [F3]. rect, key in [F3] to Edit Header or [F4] to Edit Items.
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* If you select [F3], the cursor moves to the Rec Office * To return to the Access Menu, press [F10].
field. To reach a different field, press [Enter]. Key in

new data over the existing data. Press [Enter] to move€hanging A Receipt. At the Access Menu, select
to the end of the screen. Change AReceipt or key ifC. The Enter Order Number

field is displayed at the bottom of the screen. Key in the

* If you select [F4], you will be positioned in the first order number (after the displayed 4WR press [Enter]
Line Item field. To reach a different line item, press if you do not know the order number. A list of previously
[Enter] or use the arrow keys to move about the screen entered receipts are displayed on the right side of the
Key in the new data over the existing data and pressscreen. To display one of the receiving reports, use
[Esc], then any key. Press [F10] to display the Accessthel4]or[¥] keys to find the appropriate receipt and
Menu. press [Enter]. The Purchase Order Receiving Report—

Header Info/Entry screefrigure 30) is displayed.
* To make a copy of the receiving report, press the

screen print key that is applicable for your PC. * To correctheReceiving Report Header Info/Entry
screen press [F3]. The cursor moves to the Rec Office

Note: Once final entry is complete, changes must be field. Toreach a different field, press [Enter]. Key in the

made through the Change A Receipt function listed on changes or additions. Press [Enter] to move to the end

the Access Menu. For more information, Seenging of the screen.
A __Receipt.

o _ _ * To correct theReceiving Report—Item Info/Entry
Viewing A Receipt.At the Receipts Access Menu fields, press [F4]. The cursor moves to the first line item
(Figure 29), select View A Receipt or key W The Enter  fie|d. Toreach a dfrentline item, press [Ctrl] and¢ ]
Order Number field is displayed at the bottom of the {5 move up a line; [Ctrl] anid®] to move down a line

screen. Key in the order number (after the preprinted [4]to move back a line, or press [Enter] to move across

40)’OR. press [En_ter] ifyou do not kn(_)w _the order num- the screen. If more than 33 lines have been entered, press
ber. A list of previously entered receifgksgure 31) are [Esc] to position the cursor at the end of the screen.

displayed on th_e_the right side of the screen. To display[PgUp] and [PgDn] to locate the items.
one of the receiving reports, use t4el or[¥ ] keys to
find the appropriate receipt and press [Enter]. The Pur-« To change a line item, key over the existing data and
chase Order Receiving Report-Header Info/Entry press [Enter].
screen(Figure 30) is displayed.

* To add a line item, press [Enter] to position the cursor
Note: When more than 33 line items are listed, use in the next available line item field. Key in the line item
the[#]or[¥]1or [PgUp] or [PgDn] keys to display the number and quantity received. To continue, press

next screen. [Enter].
= = = U S Da ~ HF C = = =
ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchasze Order Operations
ENTER PURCHASE ORDERS PO HUMBER RECEIFT DATE
PRINT ORDERC(S) e T
LASER PRINT ORDER(S) 481234456789 26161991
RECEIPTS — TYPE 48 4876544321 a6~ 121994
HELP 48777 7TT A4.-15-1997
QUIT o T
4887654321 A6-11-1994

TRANSMIT FILE 49999777 7?Y 7 a6--19-1997

FILE UTILITIES 499997V IVVT o~
MAINTAIN TABLES
ASSIGM ID-PASSWORD

1912344567206~ 1619948 |

avigation

11 TO CHOOSE -4 TO EMTER SELECTION Ez=c = QUIT J
tatus

=ze arrow keys Tl to position and - +to choose |

Figure 31. Previously Entered Receipts Screen
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* To delete a line item, position the cursor in the Line the[4]or[¥] keys to find the appropriate receipt and
Item field that you want to delete and press [F5]. The press [Enter]. To confirm the delete action, the order
item is now flagged for deletion. An asterisk (*) is numberand the wordeletedis displayed at the bottom
shown on the screen next to the Line Item figBke of the receipts listtSeeFigure 33) To return to the Re-
Figure 32 ). Note: If the order is viewed after the item ceipts Access Menu, press [Esc].

has been deleted, it will not appear on the screen.

Restoring A ReceiptAt the Access Menu, select
* To end the Change A Receipt session, press [Esc],Delete/Restore A Receipt or keyln The Enter Order
any key, then [F10]. The Receipts Access Menu is dis- Number field is displayed at the bottom of the screen.
played. Key in the order number you want to restore (after the

displayed 400R press [Enter] if you do not know the
Deleting A ReceiptAt the Access Menu, select Delete/ order number. A list of previously entered receipts are
Restore A Receipt option or keyh The Enter Order ~ displayed on the right side of the screen. Use
Number field is displayed at the bottom of the screen. the[#]or[¥] keys to find the appropriate deleted
Key in the order number you want to delete (after the receipt you want to restore. Before restoring a receipt,
displayed 400R press [Enter] if you do not know the ensure that it is markddELETED. Press [Enter] to re-
order number. A list of previously entered receipts are storethe receipt and the wolELETEDIis removed. To
displayed on the right side of the screen. Use return to the Receipts Access Menu, press [Esc].

» = = U E DA NFLC * =

PURCHASE ORDER RECEIUVING REFPORT — HEADER INFO -~ ENTRY
[P~ NUMBER : 1 e REC OFFICE:jH
RCUD-ACCPT. DATE 84151997 (MM DD Y¥Y¥Y¥Y¥)TYPE SHIPMENT: 3
PURCHASE ORDER RECEIVING REPORT — ITEM INFO ~ ENTRY
[LINE QUANTITY L INE QUANTITY L INE QUANTITY
ITEM WHOLE PART ITEM WHOLE PART ITEM WHOLE PART

PR | PR PR | PR

avigation

Ctrl+e = Line Up Poglp PogDn Ctrl+> = Line Down J

tatus
“ F5=Del Thizs Item 1t=Field Back =<I1=-Field Fud Esc=END EDIT |

Figure 32. Line Item Deletion Screen
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ﬂ P C — P RCH REMOTE DaTa ENTRY “
—Purchase Order Operations
ENTER PURCHASE ORDERS
PRINT ORDERC(S) ¥
LASER PRINT ORDERCED 481234456789 a5~ 161994
4876544321 86121994
HELP 4877 TITT A4-15-1997
QUIT AAT I I TIITT E,
487654321 ac6~11-1994
TRANEMIT FILE 48999977777 7T ac~19-1997
FILE UTILITIES 49999777777 o~

MAINTAIN TABLES
ASSIGHN ID-PASSWORD

18777 77TY 41151997 EDELETED
avigation
T4 TO CHOOSE -4 T EMTER SELECTION Esc = QUIT J
tatus
=2ze arrow keys Tl to position and to choose |

Figure 33. Receipts Deleted Screen
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File Utilities (Access Levels 1, 2, 3, O, Clear Deleted Receipts.Used to remove receipt

And R) records that were marked deleted on the Receipts Dele-
ted screen.

File Utilities is an operation option on the main menu
used to restore or repair files in the PC-PRCH systemExit. Used to exit the Utility Menu and return to the
and to delete obsolete data to reduce data file loads andain Menu.
storage.

Following are instructions for using these functions:
Note: Each access level has a different Utility Menu.
This section will only cover the three utilities accessible Repairing Index Files. At the Utility Menu, select
to Access Level 1. Check the other access levels for theidndex File Repair or key ih. The messagRebuilding

additional utilities functions. Index Files, Wait...This May Take Some Tiimelis-
played athe bottom of the screen. This could run as long

SelectFile Utilities or key inF. The Access Level 1 Util-  as 7 to 10 minutes depending on the size of the account-

ity Menu (Figure 34) is displayed with a list of utility  ing table. When the indexes are rebuiliyaiting Menu

functions on the right side of the screen. Choiceis displayed in the status line.

Below is a brief description of each function: Purging Deleted OrdersAt the Utility Menu, select

Purge Deleted Orders or keynlf deleted orders are
Index File Repair. Used to fix damaged index files located in the system, the mess&pmoving Deleted
without resorting to restoration from backup (which Orders, Wait...This May Take Some Tiimelisplayed.
usuallycauses loss of some datdpte: Damaged index ~ When the purge is completdwaiting Menu Choicés
files appear in subtle ways, usually by finding incorrect displayed in the status line.
matches. For example, a request to access a purchase
order retrieves the wrong order, or data on entry screenlearing Deleted Receipt#t the Utility Menu, select
is mismatched. This function completely rebuilds all Clear Deleted Receipts or key@ If deleted receipts
data files and table indexes. are located in the system, the mess&gmoving
Deleted Receipts,Wait...This May Take Some Téme
Purge Deleted OrdersUsed to remove orders marked displayed. When the clearing is complefayaiting
deleted on the Purchase Orders Deleted screen. Menu Choicds displayed in the status line.
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ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “

—Purchase Order Operations—— —lItility Menu

ENTER PURCHASE ORDERS Belect Utility:

PRINT ORDERC(S)

LASER PRINT ORDERC(S) INDEX FILE REPAIR

RECEIPTS — TY¥PE 48 PURGE DELETED ORDERS

HELP CLEAR DELETED RECEIFPTS

QuUIT EXIT

FILE UTILITIES

avigation
T4 TO CHOOSE 4! TO ENTER SELECTION J
tatus
|

Figure 34. Access Level 1 Utility Menu
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PC—-PRCH Access Level 2

This access level allows the user to create transmit file(s) and maintain tables.
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Main Menu For Access Level 2 official Departmental AD—838, Purchase Order. A laser

printer isrequired to generate these facsimile forms. See
After you sign-on to PC—PRCH, the appropriate main Enter Purchase OrdersunderAccess Level for more in-
menufor Access Level ZFigure 35) is displayed listing formation.
the available operation options. Access Level 2 has all

?g thte ?arpe ope_t[aft_llon op()jt(qups anLer.l L pluz, thE.lau'Receipts —Vpe 40( Accesd evels 1, 2, 3, and R). Used
Ut(')lq'y 0 rz?jnsml_ tl €s, a i |b||ona unctions under =€ 14 add, view, change, or delete/restore Type 40 receiving
fities, and maintaining tables. report data. Seenter Purchase OrdersunderAccess Lev-

) ) el 1for more information.
For Access Level 2, these operation options are Enter

Purchase Orders, Print Order(s), Laser Print Order(s),
Receipts—Type 40, Help, Quit, Transmit File, File Utili-
ties, and Maintain Tables.

Help (Access Levels 1, 2, 3, O, and R). Used to display
general help information about how screens are set-up.
SeeOperating Featuresunderintroduction for more in-
formation.

Note: Since each operation option usually has more
thanone access level, we have listed all of the applicable

Access Levels in parentheses behind the operations opQuit (Access Levels 1, 2, 3, O, and R). Used to exit the
tion heading. system and make backup files. SBgstem Access,

Sign-Off/File Backup under Introduction for more
information.

Following is a brief description of each operation
option:
Transmit Flle (Access Levels 2, 3, O, and R). Used to

Enter Purchase Orders(Access Levels 1, 2, 3, and 0). Prepare a transmit file of orders or receipts, build a test
Used to add, view, change, or delete/restore AD-g3g transmit file, Changg the transmit password/counter, or
data. Se&nter PurchaseOrders underAccess Level for to clean the transmit files.
more information.

File Utilities (Access Levels 1, 2, 3, O, and R). Used to
Print Order(s) (Access Levels 1, 2, 3, and @sed to delete transmitted data, restore from backup diskette,
print AD-838 data or modify the printer configuration. reindex the files, purge/clear deleted orders and
This option is used mainly by nonlaser printer users. Seereceipts, or speed the performance of the software. See
Enter Purchase OrdersunderAccess Level ifor more in- File Utilities underAccesd.evel 1for additional informa-

formation. tion.

Laser Print Order(s) (Access Levels 1, 2, 3, and O). Maintain Tables (Access Levels 2 and 3). Used to
Used to print a facsimile AD—838 Issuing Office Copy, maintain system tables that provide data validation for
Seller’s Original, and Receipt Copy that replicates the the Enter Purchase Orders option.
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ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchase Order Operations—— —ule lcome
ENTER PURCHASE ORDERS WELCOME TO PC—PHRCH *
PRINT ORDER(S ) This program iz used to enter
LASER PRINT ORDER(S) Purchase Order data remotely

for transmittal to
uUusopa-~~HNFC.
RECEIFPTS — TYPE 48

HELFP Instructions to continue can be
QuUIT found on the MAVIGATIOM and
STATUS lines at the bottom of

TRANSMIT FILE the screen...
FILE UTILITIES
MAINTAIN TABLES

avigation
T4 TO CHOOSE -4 TO EMTER SELECTION J
tatus |

AUVAITING MENU CHOICE

igure 35. Access Level 2 Main Menu

45



Title VI Systems Access Manual

Chapter 7 Procurement And Other Payments

Section 13 PC-PRCH

Transmit File (Access Levels 2, 3, O, Prepare Xmit File. Used to update transmission, user
And R) identification, and password.

Create Test Xmit File. Used to create a test file of trans-

Transmit File is an operations option on the main menu ~.~ "
mission data.

used to seledarders or receipts for transmission to NFC.

The actual transmission of data is accomplished throughxmit Info. Used by the security officer to identify con-

3780 RJE or equivalent hardware/software. If addi- firmation destination (RJE Terminal ID) and submitting
tional instructions are needed, contact the Information |ocation (Requisitioner Number).

Center personnel &04-255-5230
Clean Xmit Files. Used to delete files on a diskette that
Note: To select an option, move to the applicable option are no longer needed.
and press [Enter] or press the first letter of the menu op- ) _
tion (e.g. [P] for Print Orders). The following pages pro- EXxit. Used to exit the transmit menu and return to the

vide instructions for selecting and using each option. main menu.

Select Transmit File or key ifi. The Transmit Menu  Following are instructions for using these functions:
(Figure 36) is displayed with a list of transmittal func-

. . 4 Orders (creating transmit files)At the Transmit Menu
tions on the right side of the screen. ( g W

select Orders or key i®. The Purchase Order — Xmit
Below is a brief description of each function. Selection scree(Figure 37) is displayed with the fol-

lowing code selections at the bottom of the screen.
Orders. Used to select purchase orders for transmission

to NFC. Y = Select
R = Select Rest
Receipts.Used to select receiving reports for transmis- N = lIgnore
sion to NFC. X = Ignore Rest
ﬂ P C — P R CH R EMOTE D A T A EMNMTR ¥ “
—Purchase Order Operations —Transmit Menu
EMTER FPURCHASE ORDERS Select transmit option:
PRINT ORDERCIS)
LASER PRINT ORDER(IS) 0
RECEIPTS — TYPE 48 RECEIPTS
HELF PREPARE XMIT FILE
QuUIT CREATE TEST XMIT FILE
XMIT INFO
CLEAN XMIT FILES
FILE UTILITIES EXIT
MAINTAIN TABLES

avigation
T4 TO CHOOSE -1 TO ENTER SELECTION J
tatus
|

Figure 36. Transmit Menu

uUsoDpn~HNHFC BATCH HO: 8862

PURCHASE ORDER — XMIT SELECTION
P.0. NHUMBER PRINTED XMITTED

48111171111
b 15
4@A9999711111
4@a99997238888
4@9999799999
4AXXMNN 712345
i 15 b
AAXXH T
4AXXXX7TE9A1Z
<R
419999799999

o o] on] oo on] an] on] oo ] ] ]
ZITIIITIIcTL
ZITIIITIIZIITL

<¥>=SEL. <R>=SEL. REST <H>=IGHORE <X>=IGHMORE REST Esc=EXIT <1> <1> <PglUp~-Dn>
OBLIGATIONM Rec Mo 217 View: Entire file 136k free

Figure 37. Purchase Order — Xmit Selection Screen
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* To view all of the orders, use théd 1, [¥], [Pg Up] Note: Orders that contain errors, or were not printed are
or [Pg Dn] keys. excluded from the transmission process. If those orders

are marked in the selection process, the mesSatgy
* To select the purchase order(s) you want to transmit,Not Printed or Error — Cant Select for XMIiE dis-
key inY, R, N or X in the SEL column. played. To transmit unprinted orders, exit to the Print
Order(s) option to print the order before continuing the
The delete (DEL) column on the Purchase Order— Xmit transmission.
screen flags the order by use of th€asterisk). The
orders marked delete will be excluded during the trans-
mission process. To reuse deleted order numbers, delete
orders marked DEL on this screen. $eeging Deleted Receipts (creating transmit files)At the Transmit
Orders, File Utilities underAccess Level for instructions Menu select Receipts or key i The Purchase Order
on how to remove orders flagged for deletion on the PC. Receipts — Transmit Selection scre€iy(re 39) is dis-
playedwith ? in the SEL column and with the following
code selections at the bottom of the screen.

* To transmit the selected order(s), press [Esc].

The Error column displays a code that identifiespiine

chase order screen that contain errors. The code and Y = Select
screen description are: R = Select Rest
N = Ignore
Code Screen  Description X = Ignore Rest
Al Obligation—Data Entr
B1 L glt Inf 6 Y * To view all of the receipts, use thed], [¥],
ine Item Information [Pg Up] or [Pg Dn] keys.
B2 Line Description
C1 Terms & Totals * To select the receipt(s) you want to transmit, key in
D1 Obligation Accounting Y, R, N or X in the SEL column.
Gl Type 42 InformatiQn The delete (DEL) column on the Purchase Order Re-
11 41-Type Information ceipts — Transmit screen flathe receipts by use of the
.. (two dot3 No errors (asterisk). The receipts marked delete will be excluded
during the transmission process. To reuse deleted order
The Printed and Xmitted columns indicat€Yes) orN numbers, delete orders marked DEL on this screen. See

(No). TheY indicates that the order was printed or trans- Purging Deleted Orders File Utilities underAccess Level 1
mitted. TheN indicates that the order was not printed or for instructions on how to remove orders flagged for
transmitted. deletion on the PC.

UsoDsa~--HFLC BATCH NO: B8862

PURCHASE ORDER RECEIPTS — TRANSMIT SELECTION
SEL P.0. HUMBER DEL ERROR

401234456789 861694
4876544321 861294
4877 ITVT 841597
4TIV TIVTT P

b 1 241597
4087654321 251194
4809999999999
4ABEAT48888 1
4AC999999999

o] o] ] wnd we) 0] ] 0] 0]
ZITcc T

<¥>=NBEL. <R;=SEL. REET <N>=IGHORE <X»>=IGNORE REST E=sc=EXIT <1> <T> <PgUp~-Dn>
RECEIPTE Rec Mo 3-9 UView: Entire file 135k free

Figure 38. Purchase Order Receipts — Transmit Selection Screen
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The Error column flags the receipt by use of the * (aster- Drive A. Record the file hame and the transmit batch
isk). If you select a receipt marked in the error column number indicated at the bottom of the screen onto the

the messagReceipt In Error — Can't Select For Xnist
displayed.

The Xmitted columns indicaté (Yes) orN (No). TheY
indicates that the receipt was transmitted. Whiedi-
cates that the receipt was not transmitted.

* To transmit the selected receipt(s), press [Esc].

Preparing Xmit File. At the Transmit Menu select Pre-
pare Xmit File or key irP. The Preparing For Update
Xmit Info screen(Figure 39) is displayed.

Complete the fields as follows:

NFC User ID. (required, alphanumeric, max. of
6 positions). Key in your NFC mainframe
identification.

Password. (required, alphanumeric, max. of
8 positions) Key in your NFC mainframe password.
(Your password is not displayed on the screen.)

New Password(conditional, alphanumeric, max.
of 8 positions)Key in your new NFC mainframe pass-

word when you wish to change your password or when

your current password has expired.

The messagé@ccept NFC user information?...Ok Can-

diskette. Press any key to continue. The cursor moves to
the Transmit Menu.

Note: Since problems in transmission can occur, save
the transmission diskette until you receive the confirma-
tion report. If you experience problems, repeat the trans-
mission process.

Caution: If a transmission sequence error message is
displayed, contact the Information Center personnel at
504-255-523@0 obtain the current transmission num-
ber. Reset as described unimlt Info (Drive Destina-

tion for Transmit File).

Creating Test Xmit File. At the Transmit Menu select
Create Test XMIT File or key i€. The Update Xmit
Info screen is displayed. Instructions for using this func-
tion are the same as those found urRleparing Xmit

File.

Xmit Info (Drive Destination For Transmit File).At
the Transmit Menu select Xmit Info or keyXn The Up-
date Xmit Info screergFigure 40) is displayed on the
right side of the screen.

Complete the fields as follows:
RJE Terminal ID. (required, alphanumeric, max.

of 16 positions)Key in the RJE terminal identification.
Note: This is the printer or remote terminal number

celis displayed. To confirm that the data entered is cor- where confirmation of transmission will be received.
rect and to construct the orders selected for transmission

into the transmit file, sele@K. If the data entered is
incorrect, seledCancel or key i€ to repeat the process.

When prompted, place the labeled transmit diskette in

Requisitioner Number. (required, alphanumeric,
max. of 4 positions)Key in the agency requisitioner
number to identify the submitting location.

Drive A and press any key to create the file onto the dis- Note: If you need additional information, contact the
kette. When prompted, remove the diskette from Information Center personnel 504—255-5230
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ﬂ P C - P RCH
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DaAaTaAa ENTHRY “

—Purchasze Order Operations

ENTER PURCHASE ORDERS
PRINT ORDERC(3)

LASER PRINT ORDERC(3)
RECEIPTS — TY¥PE 48
HELP

QUIT

TRANSMIT FILE
FILE UTILITIES

MAINTAIN TABLES

—lIpdate ¥Xmit Info

NFC User ID: NFXXXX
Password: ...... l[
Mew Password: [ 3 |

Enter Transmit Identification Information

Opening PRCH93DA . DEF

AWAITING ENTRY

Figure 39. Preparing For Update Xmit Info Screen
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Transmit Number for Next Transmission. (re- Xmitted Orders function should not be selected again

quired, numeric, max. of 3 positioriE)is number is until the counter has been reset to its previous higher
system generated beginning with 1 and automatically value. When transmission number 999 is reached, the
advancing. It always displays the next transmission system will reset to number 1. Do not reset this number
number and can be reset if required. To reset, key in theat the beginning of the fiscal year.

transmit number over the existing data.

Cleaning Xmit Files. At the Transmit Menu, select
Clean Xmit Files. The Clean Xmit pop-@figure 41) is
displayed with the messagmter a File Name OR Skel-
eton to Delete.. A:XMIT????.DAT. Key in the file
name or skeleton to delete and press [Enter]. If the file
name was keyed in wrong, the mesdsdged-iles Found

is displayed. Press any key to continue. Repeat the pro-
cess. If the correct file name was keyed in, the file name
will display. (SeeFigure 42) Press the [Space Bar] or
[Enter] to tag the file for deletion. Press [Esc] to delete
the tagged files on the diskette and to exit the task. To
Caution: To reset the transmission counter to a lower confirm this action, the messageErasing
number for any reason, the File Utilities, Delete A:XMIT????.DATflashes on the screen.

Floppy Drive. (required, alphanumeric, 1 posi-
tion). Key in the drive designation of the PC to be used in
the transmission, print, accounting, and quit processes.

The messageY> To Confirm <N> To Re-entes dis-
played at the bottom of the screen. To confirm that the
data keyed in the preceding fields is correct, key in
Y(Yes), then press [Enter] and the Transmit Menu is dis-
played. Key inN(No) if the information is not correct
and to repeat the process.
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ﬂ PC—-—PRCH REMOTE DATA EHNTRY “
—Purchase Order Operations—— —lIpdate ¥Xmit Info
ENTER PURCHASE ORDERS RJE Terminal ID: RMT9999

PRINT ORDERC(3)
LASER PRINT ORDERC(3)
RECEIPTS — TY¥PE 48

HELP
QuUIT Reguisitioner Humber: XXXX
TRANSMIT FILE Transmit Mumber for
FILE UTILITIES NEXT Transmission: 62
MAINTAIN TABLES
Floppu Drive DA
avigation
Enter Transmit Identification Information J
tatus
AWAITING ENTRY |

Figure 40. Update Xmit Info Screen
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I] P C - P RCH REMOTE DaAaTaAa ENTHRY

—Purchasze Order Operations Tranz=mit Menu

ENTER PURCHASE ORDERS Select transmit option:
PR INT O R D
LASER PRI
RECEIPTS Enter a file mname OR skeleton to Delete...
HELP

..... DAT

TRANSMIT

MAINTAIN T

avigation
T4 TO CHOOSE 4! TO ENTER SELECTION
tatus

AUVAITING MENU CHOICE

Figure 41. Clean Xmit Pop-Up

***USDA/NFC***

| PC-PRCH REMOTE DATA ENTRY

_ Purchase Order Operations — Transmit Menu
ENTER PURCHASE ORDERS Select transmit option:
LASER PRINT ORDER(S)
RECEIPTS - TYPE 40 BECDE.“ XMITO010.DAT ||
gﬁlﬁl-: PREPARE XMIT FILE

)C(:I\BIIIE_I_AI‘I"\II?:('BEST XMIT FILE

TRANSMIT FILE
FILE UTILITIES CE:>|2||E-|-AN XMIT FILES
MAINTAIN TABLES
ASSIGN ID/PASSWORD

— Navigation

L Status v PgUp PgDn — TO MOVE

Space Bar OR Enter — TAG OR Clear Tag Esc — EXIT and Delet All Tagged

Figure 42. Clean Xmit Tag Screen
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Files Utilities (Access Levels 2, 3, O,
And R)

File Utilities is an operation option on the main menu

Title VI
Chapter 7
Section 13

index files appear in subtle ways, usually by finding
incorrect matches. For example, a request to access a
purchase order retrieves the wrong order, or data on
entry screens is mismatched. This function completely

used to restore or repair files in the PC-PRCH systemrebuilds all data file and table indexes.

and to delete obsolete data to reduce data file loads.

Purge Deleted OrdersUsed to remove orders marked

Note: To select an option, move to the applicable option deleted on the Enter Purchase Orders, Delete Order
and press [Enter] or press the first letter of the menu op-screenSeerile Utilities underAccesd evel 1for more in-

tion (e.g. [P] for Print Orders). The following pages pro-
vide instructions for selecting and using each option.

Select File Utilities The Utility Menu for Access Level

2 (Figure 43) is displayed with a list of utility functions
on the right side of the screen.

Note: Each access level has a different Utility Menu.
This section will cover the three additional functions
that Access Level 1 does not have.

Below is a brief description of each function:

Delete Xmitted Orders.Used to delete orders that have
been transmitted to NFC.

Restore from Backup Disk.Used to recover data in

files that were damaged through intentional or uninten-

tional abendNote: Data entered since last backup is
permanently lost.

Index File Repair. Used to fix damaged index files
without resorting to restoration from backup (which
usually causes loss of some data).SkedJtilities under
Access Level for more information.Note: Damaged
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formation.

Wipe-out Xmitted Receipts. Used to delete receipts
that have been transmitted to NFC.

Clear Deleted Receipts.Used to remove receipt
records that were marked deleted on the Receipts Type
40, Delete A Receipt screen. Sele Utilities underAc-

cess Level Tor more information.

Following are instructions for using these functions:

Deleting Xmitted OrdersAt the Utility Menu select
DeleteXmitted Orders or key iD. The messag@rders
Transmitted Through Batch XXXX Will be Deletad.
You Wish to Continue? (Y/Ig)displayed. Key itN (No)

to discontinue the task or key ¥n(Yes) to continue the
task. This function will remove orders that were trans-
mitted two transmissions earlier. For instance, if your
XMIT Counter is now at 20, transmission 1 through 17
will be deleted. The messa@eders Transmitted Prior

to Batch XXXX Were Deletednfirms the action. If no
orders were located in the system, the mesdge
Orders Transmitted Prior to Last Batch Were Fousd
displayed. To return to the Utility Menu, press any key.

ﬂ P C - P RCH

REMOTE

DaAaTaAa ENTHRY “

—Purchasze Order Operations

ENTER PURCHASE ORDERS
PRINT ORDERC(3)

LASER PRINT ORDERC(3)
RECEIPTS — TY¥PE 48
HELP

QUIT

TRANSMIT FILE

—lItility Menu
Belect Utility:

DELETE XMITTED ORDERS
RESTORE FROM BAaCEKUF DISK

INDEX FILE REPAIR

PURGE DELETED ORDERS
WIPE—OQUT XMITTED RECEIPTS
CLEAR DELETED RECEIFPTS

FILE UTILITIES EXIT
MAINTAIN TABLES
T4 TO CHOOSE «41 TO ENTER SELECTION J

avigation
tatus

AUVAITING MENU CHOICE |

Figure 43. Access Level 2 Utility Menu
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Restoring From Backup DiskAt the Utility Menu se- Deleting Xmitted ReceiptsAt the Utility Menu select
lect Restore From Backup Disk or keyRa The mes- Wipe-Out Xmitted Receipts or key W. The message
sagePlace Floppy Disk # XX in Drive A: Ok Canégl  Receipts Transmitted Through Batch XXXX Will Be De-
displayed. To continue the process, selectf@lcancel  |eted.Do You Wish to Continue? (Y/N)displayed. Key
the task, seledCancel. If you selected Ok the system i, N (No) to discontinue the task ¥r(Yes) to continue
will “copy information onto the diskette that you he a5k This function will remove receipts that were
inserted, rebuild the index files, and return to the Utility transmitted two (2) transmissions earlier. For instance,
Menu. if your XMIT Counter is now at 20, transmission 1

Note: To prevent attempts to restore from an outdated rough 1#vill be deleted. The messaBeceipts Trans-

diskette, backup diskettes must be date-stamped duringhitted Prior to Batch XXXX Were Deleteonfirms the

the backup process. The backup facility is capable of action. If no receipts were located in the system, the
distributing the backed-up files over a number of dis- messagéNo Receipts Transmitted Prior To Last Batch
kettes when necessary. Therefore, more than oneWere Founds displayed. To return to the Utility Menu,
backup diskette may be necessary for file recovery.  press any key.
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Maintain Tables (Access Levels 2 And 3) (2) If you attempt to add purchase order data before your

agency’s accounting codes are entered, the message
Maintain Tables is an operation option on the main Accounting Table is Empty displayed. Press any key to
menu used to update the PC-PRCH tables. Eleven tablesontinue.
are used to validate purchase order data keyed in by the

USers. (3) The SF-281 Codes, Budget Object, Fund Codes,
) ] _ State/ZIP Codes, SUB Codes, and Country Codes tables
Note: To select an option, move to the applicable option zjready have valid codes provided by the system and

and press [Enter] or press the first letter of the menu OP-may be updated or changed by individuals with Access
tion (e.g. [P] for Print Orders). The following pages pro- | evels 2 and 3 authority.

vide instructions for selecting and using each option.

At the TablesMenu, use the# ] andl ¥ ] keys to select
the appropriate maintenance table. The applicable
screen of the selected table is displayed witleau bar

at the top. (Se€igure 45 for an example of the menu

ar.)

Select Maintain Tables or key M. The Tables Menu
(Figure 44) is displayed with a list of tables on the right
side of the screen.

Notes: (1) The initial Accounting Codes table built into

PC-PRCH during installation contains no entries. The

Accounting Codes table must be customized by addingThe following pages provide instructions for selecting
your agency'’s valid accounting codes. and using each table.

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C — P RCH REMOTE DaTaha EHNTRY “
—Purchasze Order Operations
ENTER FPURCHASE ORDERS
PRINT ORDER(I) CONMNSIGHEE ADDRESS
LASER FPRINT ORDERC(S) STD DESCRIPTIOMN
3F—-281 CODES
BUDGET OBJECT
RECEIPTS — TYFPE 48 FUNMD CODES
HELFP STATE-ZIFP CODES
QuUIT SUB CODES
SELLER ADDRESS
TRANSMIT FILE COUNTRY CODES
FILE UTILITIES PAC CODES
EXIT
avigation
T4 TO CHOOSE 4! TO ENTER SELECTION J
tatus
|

Figure 44. Tables Menu
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Accounting

cal year and their accounting classification code length
in this table. If you count the length or the number of

The Accounting Tables are used to enter, change, view,positions in your accounting code, do not include the
locate, print, mass change or delete accounting codesappended data.

and set the fiscal year.

Select Accounting and the Accounting Codes screen
(Figure 45) is displayed with a menu bar at the top.

Below is a brief description of each function:

Add. Used to add new accounting codes.

Edit. Used to change accounting codes.

Browse. Used to view and/or delete accounting codes.
Find. Used to locate and/or delete accounting codes.
Print. Used to print the Accounting Codes table.

Mass Chg.Used to make mass changes to accounting
codes.

Pack. Used to permanently remove accounting codes
previously marked for deletion.

Set Fiscal. Used to set fiscal years and length of
accounting codedNote: There must be valid account-

ing in the table before the Set Fiscal function can be
invoked. It allows the user to enter one code for two fis-

Following are instructions for using these functions:

Adding An Accounting CodeAt the Accounting Codes
menu bar, select Add or key M The cursor is under
Column 1. Each accounting classification code can
have a maximum of 35 alphanumeric characters. Col-
umn indicators (i.e., 1, 5, 10, 15, 20, 25, 30, and 35) are
provided as a guide when keying in accounting records.
Key in the accounting code under the applicable col-
umn(s) and press [Enter]. The messAdd This Record

To The File...Ok Cancels displayed. To add the
accounting record to the table, select Ok cancel the
add, select Cancel

If you try to add a duplicate accounting code, the mes-
sageThis Record Already Exists. Try Another Key Value
is displayed. Press any key to continue.

Editing An Accounting CodeAt the Accounting Codes
menu bar, move the cursor to Edit. Usel thé and( ¥ |

keys to locate the accounting code you want to change
and press [Enter]. Key in the new data over the existing
data and press [Enter]. The messAfie The Changes

To Disk...Ok Cances displayed. To edit, select Ok. To
cancel the edit, select Cancel

cal years. For example, agencies using a Fund Control

System can enter the Document Control Number
(DCN), or the Soil Conservation Service can enter a
Vehicle Identification Number (VIN). To ensure accu-

rate validation of its accounting codes entered for pur-

Browsing Accounting CodedAt the Accounting Codes
menu bar select Browse or key Bn The Accounting
pop-up appears listing the established accounting codes.
Use thd 4] andl ¥ ] keys to locate the appropriate ac-

chase orders, agencies must first enter the applicable fiseounting code and press [Enter].

[MEEEN Edit Browse Find Print Mass Chg
Pres=s Enter to Add a record to table.

LASSIFICATION

TABLE MAINTENANCE
ACCOLUNTING CODES

1 S 18 15 28 25 38 35
4 4 E s E s 4 E s E s 1

Pack Set Fiscal

4 — Mext Record

T — Prewvious Record

Del — Delete Eszc — Exit

CTRL—W — =save
Figure 45. Accounting Codes Screen
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* To delete the code, press [Del] at the displayed re-
cord. The messaddark This Record For Deletion...Ok

Title VI
Chapter 7
Section 13

Menu, select Print The RepoA Processing Com-
pletepop-upmessage is displayed, press any key. The

Cancelis displayed. To delete, select Ok. The message report appears on the screen. Press [Esc] to exit.
<Deleted> is displayed at the bottom of the screen. To ) ) )
reactivate a deleted code prior to the Pack function,— Select Printer to print the report on the printer. To
press [Del] a second time. Thk®eleted> is removed activate the Print function, at the Report Settings

from the bottom of the screen. To cancel the delete, se- Menu, select Print The Report. The mess8ge
lect Cancel. Printer To The Top Of The Page displayed. Press

any key to continue. Press [Esc] to exit.

Finding An Accounting Code.At the Accounting
Codes menu bar, select Find or ke ir(This function

is helpful when dealing with very lengthy tables.) The
Search For prompt is displayed. Key in the accounting
code to be located and press [Enter]. If the accounting
code entered is not found in the table, the message
XXXXXX Not Found In Accounting displayed. Press
any key to continue.

— Select File to print the report to a file. The message
Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created in the PRCH subdirectory. To activate the
Print function, at the Report Setting Menu, select
Print The Report. Press [Esc] to exit.

To stop printing the report once the print option has been
activated, press [Esc]. The Select A Command screen is
displayed. Select one of the three options (Resume The
Report, Back Up 1 Page and Resume, or Cancel The
Report). Press [Esc] to exit.

Note: Instructions for deleting an accounting code
under the Find function are the same as those found
underBrowsing Accounting Codes.

Printing The Accounting Code TableAt the Account-
ing Codes menu bar, select Print or kefp.ifthe Report
Settings Menu is displayed with two options.

Mass Changing Accounting Codest the Accounting
Codes menu bar, select Mass Chg. The Mass Change
Accounting screerF{gure 46) is displayed with a menu

Select Print The Report if the destination of the report bar at the top.

was previously set up. Below is a brief description of each function:

Note: Destination Of Report should be selected first if 544 Used to make mass additions to the Accounting
printing destination has not been previously set to print ~y4es table.

to screen, printer, or file, or if you want to change the

destination of the report. Delete. Used to delete accounting codes from the

o Accounting Codes table.
SelectDestination Of Report to set up or change the des-

tination. The Select Destination pop-up is displayed Recall. Used to recall deleted accounting codes from
with three options. the Accounting Codes table.

— Select Screen to display the report on the PC screenPrompt. Used to indicate prompt or no prompt for each
To activate the Print function, at the Report Settings change to the Accounting Codes table.

ﬂﬂﬂ Delete Recall
Fidd Accounting records

Prompt

ACCOUNT ING

Add, Delete, or Recall All Records With
Matching Humbers-Characters In The Indicated Positions

ERFEEFFEFEFFFRFEFEFEREERFRRFRRFERPEEEE

Changes will he made WITHOUT prompting.

Records in file:

28 <Esc> to guit

Figure 46. Mass Change Accounting Screen
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Following are instructions for using these functions:

Mass Change — Adding Accounting Codés the Mass
Chg Accounting menu bar select Add.

* To make a single accounting code addition to the fis-
cal year, key in the complete prior fiscal year accounting
code in the Add, Delete, Or Recall All Records With

Matching Numbers/Characters In The Indicated Posi-
tions field and press [Enter]. The Add Records With

* To delete a single accounting code, key in the com-
plete accounting code number/character in the Add,
Delete, or Recall All Records With Matching Numbers/
Characters in the Indicated Positions field and press
[Enter].

* To make a mass deletion, key in the first number of
the accounting code representing the fiscal year in the
Add, Delete, or Recall All Records With Matching

Numbers/Characters In The Indicated Positions field

These Numbers/Characters In The Indicated Positions

field is displayed. Key in the complete new fiscal year
accounting code and press [Enter]. With the exception

and press [Enter]. (For example, to delete all accounting
codes existing for Fiscal Year 96, key@rin the fiscal
year position and press [Enter].)

of the fiscal year position, these numbers/characters

must match those entered in the Add, Delete, or Recall|f the With Prompting mode was selected, a pop-up with
All Records Vith Matching Numbers/Characters In The  the messag®lake The Indicated Deletion?...Ok Cancel
Indicated Positions field. is displayed. Review the accounting code displayed

) - ] under the Deleting field. To delete the record, select Ok.
* To make a mass new fiscal year addition, key in the 15 cancel the delete, select Candéle messagélet

number of the accounting code representing the prior change To File Was (X) Recordsdisplayed. Press any
fiscal year in the Add, Delete, or Recall All Records ey to continue.

With Matching Numbers/Characters In The Indicated

Positions field and press [Enter]. (For example, to add If the Without Prompting mode was selected, the pop-up
all accounting codes existing for Fiscal Year 96 to Fiscal with the messagiet Change To File was (X) Recoisls
Year 97, key in6 in the fiscal year position of the displayed. Press any key to continue.
accountingrecord. Press [Enter]. Do not key in the com-
plete accounting code for mass additions.) * To delete the selected accounting codes and rebuild
the index files, press [Esc] until the main menu is dis-

* To establish all existing accounting codes for the new pjayed. Select File Utilities from the main menu and
fiscal year, key in the number of the accounting code |ndex File Repair from the Utility Menu.

representing the new fiscal year in tAdd Records
With These Numbers/Characters In The Indicated Posi-Mass Change — Recalling Accounting Cod€sution:

tions field and press [Enter]. (For example, to establish This function should be used only before the index files
FY 97 records, key ii in the fiscal year position. Press  gre rebuilt as discussed in the Add and Delete functions.
[Enter]. All existing accounts for FY 96 will be estab- |f the index files have not been rebuilt, at the Mass Chg
lished for FY 97.) menu bar, select Recall. You will be positioned in the

_ ... accounting code field.
If the With Prompting mode was selected, a pop-up with

the messagi®lake The Indicated Addition?...Ok Cancel
is displayed. Review the displayed accounting codes
under theAdding andFor fields. To add the accounting
code to the table, select OKHo cancel the add, select
Cancel The messagéet Change To File Was XX
Recordsis displayed. Press any key to continue.

* To recall a single accounting code, key in the com-
plete accounting code in the Add, Delete, or Recall All
Records With Matching Numbers/Characters In The
Indicated Positions field and press [Enter].

* To recall a mass deletion, key in the first number of
the accounting code representing the fiscal year in the

If the Without Prompting mode was selected, the pop-up
with the messagdet Change To File Was XX Recoisls
displayed. If accounting codes do not match, a pop-up
with the messago Records Founi$ displayed. Press
any key to continue.

Add, Delete, or Recall All Records With Matching
Numbers/Characters in the Indicated Positions field and
press [Enter]. (For example, to restore all accounting
codes existing for Fiscal Year 96, key@rin the fiscal
year position and press [Enter].)

* To a_dd the selected acc_ounting _codes ar_ld r_ebuild thaf the With Prompting mode was selected, a pop-up with
index files, press [Esc] until the main menu is displayed. the messaglake The Indicated Recall?....Ok Cancel
Select File Utilities from the main menu and Index File is d|sp|ayed Review the accounting code record dis-

Repair from the Utility Menu.

Mass Change — Deleting Accounting CodeAt the
Mass Chg menu bar, select Delete.
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If the Without Prompting mode was selected, only the Length field. Key in the fiscal year that has the longest
pop-up with the messadéet Change To File was XX validation length or the prior fiscal year accounting
Recordsis displayed. Press any key to continue. classification code length or press [Enter] to skip.

Mass Change — Prompting Accounting Code the + To add or modify the Fiscal Year Tield, [¥] and
Mass Chg menu bar, select Prompt. The messagepress [Enter] until you are in the Fiscal Year Two
Changes will be made with prompting Changes will Accounting Length field and key in the fiscal year that
be made without promptirig displayed at the bottom of has the shorter validation length or the current fiscal
the screen. Press [Enter] to select the with or without year accounting classification code length and press
prompting, and press [Esc] to return to the Accounting [Enter].
Codes screen.

The messag@/rite The Changes To Disk...Ok Canisel
Packing Accounting CodesAt the Accounting Codes  displayed. To confirm the change, select Dk cancel
menu bar, select Pack. The messdemove All the change, select Cancel.
Records Marked For Deletion...Ok Cangetlisplayed.

To delete all codes, select Olo cancel the pack, select  \arning: If the accounting length field shows a value

Cancel in the table, validation of the accounting shown on the
) _ ) purchase order will be made only against that value. If
Setting Fiscal Data On Accounting Codest the the accounting length fields are left blank, an automatic

Accounting Codes menu bar, select Set Fiscal. Thep7 position validation will take place.
Valid Accounting Length screeFifure 47) is displayed

with a menu bar. * To delete the Set Fiscal record, key in new data over

Below is a brief description of each function: the displayed data or press [Del] and then [Enter].

Edit. Used to add, change, or delete the accounting Printing The Set Fiscal RecordAt the Valid Account-
length. ’ ’ ing Length menu bar, select Print. The Report Settings

Menu is displayed.
Print. Used to print the &lid Accounting Length table.

Select Print The Report if the destination of the report
Following are instruction for using each function: was previoushset up. The messaget printer to the top

of the pagds displayed. Press any key to continue.
Editing The Set Fiscal Recordht the \alid Accounting
Length menu bar, select Edit. The cursor is in the Fiscal Select Destination Of Report to set up or change its des-
Year One field. tination. The Select Destination menu is displayed.

Note: Instructions for printing the Set Fiscal record are
* To add or modify the Fiscal Year One field, press the same as those found unBting the Accounting
[Enter] until you are in the Fiscal Year Ofiecounting Code Table .

A Print
Press Enter to Edit the currently displayed record.

TABLE MAINTEMANCE
ALID ACCOUNTING LEMGTH

FISCAL YEAR ONE ACCOUNT ING LENGTH
FISCAaL YEAR TWO ACCOUNT ING LENGTH

Ezsc — Exit
CTRL—W — save ESCAPE — exit

Figure 47. Valid Accounting Length (Fiscal Year) Screen
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Consignee Address address, and telephone number. Press [Enter]. The mes-

sageAdd This Record To The File...Ok CantzHtis-
The Consignee Address is used to enter, change, viewplayed. To add the consignee address to the table, select
locate, print, or delete consignee addresses/identifica-Ok. To cancel the add, select Cancel
tion data.

you try to add a duplicate code, the messabes

. . I
Select C Add dthe C Add o
elect onsighee ress and lhe Lonsignse 15554 ecord Already Exists displayed. Press any key to

screen Kigure 48) is displayed with a menu bar at the

top. continue.
Below is a brief description of each function: Editing A Consignee Address Codat the Consignee

_ Addresses menu bar move the cursor to Edit. Use
Add. Used to add a new Consignee Address code.  he[4] andl¥]keys to locate the consignee address

. . code you want to change and press [Enter]. Key in the
.Ed't' Use_d to change a Consignee Address code and/of,q,, gata over the existing data and press [Enter]. The
its description. messagé&Vrite The Changes To Disk...Ok Caniealis-
played. To edit, sele@k. To cancel the edit, select Can-

Browse. Used to view and/or delete a Consignee cel

Address code.

Find. Used to locate and/or delete a Consignee AddressBrowsing Consignee Addresse#t the Consignee

code. Addresses menu baeglect Browse or key B. A screen
listing consignee address codes, FEDSTRIP numbers

Print. Used to print the Consignee Address code table.and consignee names is displayed. Usel #e

andl ¥l keys to locate the consignee address code or

Pack. Used to permanently remove default address FEpSTRIPNumber you want to view and press [Enter].
codes previously marked for deletion.

Following are instructions for using these functions: ¢ To delete the record, press [Del]. The mesdagek

This Record For Deletion...Ok Candsldisplayed. To
Adding A Consignee AddressAt the Consignee  delete, seledDk. The messagdeleted> is displayed
Addresses menu bar, select Add or kej.ifThe cursor at the bottom of the screen. To reactivate a deleted
is positioned in thé&ddress Codéeld. Key in the con- record prior to the Pack function, press [Del] a second
signee unique 5-position alphanumeric cdt®y in the time. The messageDeleted> is removed. To cancel
4-position FEDSTRIP N&ey in theConsignee name, the delete, select Cancel.

[MEEEN Edit Browse Find Print Pack
Pres=s Enter to Add a record to table.

TABLE MAINTENANCE

COMNSIGHNEE ADDRESISES

ADDRESS CODE
[FEDSTRIFP Ho.
OMS IGNEE NAME

4 — Mext Record T — Prewvious Record Del — Delete Eszc — Exit

CTRL—W — =save EECAPE — exit
Figure 48. Consignee Addresses Screen
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Finding A Consignee AddressAt the Consignee — Select Screen to display the report on the PC screen.
Addresses menu bar, select Find or kely.i(iThis func- To activate the Print function, at the Report Settings
tion is helpful when dealing with very lengthy tables.) A Menu, select Print The RepoA Processing Com-
pull-down menu is displayed with Consignee/lssuing  pletepop-upmessage is displayed, press any key. The
Office and FEDSTRIP Number. Select the field you  report appears on the screen. Press [Esc] to exit.
want to search by. The Search For prompt is displayed.
Key in the Consignee/lssuing Office code or FEDSTRIP — Select Printer to print the report on the printer. To
Number which ever is applicable. If the code entered is  activate the Print function, at the Report Settings
not found in the table, the mess&g@&XXXXX Not Found Menu, select Print The Report. The mess&ge
In Consigneds displayed. Press any key to continue. Printer To The Top Of The Page displayed. Press
any key to continue. Press [Esc] to exit.
Note: Instructions for deleting a consignee address code
under the Find function are the same as those found— Select File to print the report to a file. The message
underBrowsing Consignee Addresses. Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created in the PRCH subdirectory. To activate the
Print function, at the Report Setting Menu, select
Print The Report. Press [Esc] to exit.

Printing The Consignee AddresseAt the Consignee
Addresses menu bar, select Print or kely. ithe Report
Settings Menu is displayed with two options.

+ To stop printing the report once the print option has been
activated, press [Esc]. The Select a Command screen is
displayed. Select one of the three options (Resume The

Note: Destination Of Report should be selected first if RePOrt, Back Up 1 Page and Resume, or Cancel The

printing destination has not been previously set to print Report). Press [Esc] to exit.

to screen, printer, or file, or if you want to change the

destination of the report. Packing The Consignee Addressest the Consignee

Addresses menu bar, select Pack. The meftagmve

SelectDestination Of Report to set up or change the des- All Records Marked For Deletion...Ok Candsldis-

tination. The Select Destination pop-up is displayed played. To delete all codes, sel€t. To cancel the

with three options. pack, select Cancel.

Select Print The Report if the destination of the repor
was previously set up.
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Std Description dard description to the table, select. Ok cancel the

add, select Cancel

The Std Description is used to enter, change, view, _ _

locate, print, or delete standard descriptions. If you try to add a duplicate code, the messabes
Record Already ExistsSTry Another Key Valués dis-

Select Std Description and the Standard DescriptionsPlayed. Press any key to continue.

screen Kigure 49) is displayed with a menu bar at the

top. Editing A Standard Description.At the Standard
Descriptions menu bar, move to Edit. Use ]
Below is a brief description of each function: and[¥] keys to locate the record you want to change

and press [Enter]. Key in the new data over the existing
data and press [Enter]. The mess@fie The Changes
To Disk...Ok Cancas displayed. To edit, select Oko

Edit. Used to change a standard description code and/orcalncel the edit, select Cancel

its description.

Add. Used to add a new standard description code.

Browsing Standard DescriptionsAt the Standard
Browse. Used to view and/or delete a standard descrip- Descriptions function menu bar, select Browse or key
tion. in B. The Canned Des pop-up listing all codes is dis-

played. Use thd#] andl¥] keys to locate the ap-

Find. Used to locate and/or delete a standard descrip-Propriate code and press [Enter]. The standard descrip-
tion. tion record is displayed.

) i L * To delete the code, at the standard description record,
Print. Used to print the Standard Description table. press [Del]. The messagark This Record For Dele-
tion...Ok Canceis displayed. To delete, select.(tke
Pack. Used to permanently remove standard descrip- message<Deleted> is displayed at the bottom of the
tion codes previously marked for deletion. screen. To reactivate a deleted record prior to the Pack
function, press [Del] a second time. The messdge-
Following are instructions for using these functions: |eted> is removed. To cancel the delete, se®@ancel

Adding A Standard Description.At the Standard  Finding A Standard DescriptionAt the Standard De-
Descriptions menu bar, seleadd or key inA. The cur- scriptions menu bar, select Find or keyir(This func-

sor is positioned at th€ode field. Key in the unique tion is helpful when dealing with very lengthy tables.)
5-position alphanumeric description code. The cursor is The Search For prompt is displayed. Key in the applica-
positioned at the Description field. Key in the descrip- ble code to be located. If the code entered is not found in
tion and press [Ctrl W]. The messafygd This Record  the table, the messa@XXXXX Not Found in Canned
To The File...OlCancelis displayed. To add the stan- Desis displayed. Press any key to continue.

Add Browse Find Print Pack
Press Enter to Edit the currently displayed record.

TABLE MAINTENANCE

STANDARD DESCRIFPTIONS

HO0¥ =~ @CONF

CONFIRMING ORDER — DO NOT DUPLICATE

4 — Mext Record T — Prewvious Record Del — Delete Eszc — Exit

CANNED_DESE Rec Ho 3.4 View: Entire file 131k free
Figure 49. Standard Descriptions Screen
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Note: Instructions for deleting a standard description — Select Printer to print the report on the printer. To
under the Find function are the same as those found activate the Print function, at the Report Settings

underBrowsing  Standard Descriptions. Menu, select Print The Report. The mess8ge
Printer To The Top Of The Page displayed. Press
Printing The Standard Description Code TablAt the any key to continue. Press [Esc] to exit.

Standard Description menu bar, select Print or ké¥ in
The Report Settings Menu is displayed with two op-

tions SelectFile to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created in the PRCH subdirectory. To activate the
Print function, at the Report Setting Menu, select
Print The Report. Press [Esc] to exit.

Select Print The Report if the destination of the report
was previously set up.

Note: Destination Of Report should be selected first if
printing destination has not been previously set to print
to screen, printer, or file, or if you want to change the To stop printing the report once the print option has been
destination of the report. activated, press [Esc]. The Select a Command screen is
displayed. Select one of the three options (Resume The
SelectDestination Of Report to set up or change the des- Report, Back Up 1 Page and Resume, or Cancel The
tination. The Select Destination pop-up is displayed Report). Press [Esc] to exit.
with three options.

— Select Screen to display the report on the PC screenPacking Standard Description CodeAt the Standard
To activate the Print function, at the Report Settings Descriptions menu bar, select Pack. The message
Menu, select Print The RepoA Processing Com-  Remove All Records Marked For Deletion...Ok Cancel
pletepop-upmessage is displayed, press any key. The is displayed. To delete all codes, select Ok. To cancel the
report appears on the screen. Press [Esc] to exit.  pack, selec€Cancel
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SF-281 Codes Editing A SF-281 CodeAt the SF-281 Codes menu
bar, move the cursor to Editise thel #1and [¥ ] keys

The SF-281 Codes is used to enter, change, ldeate, to locate the code you want to change and press [Enter].

print, or delete SF-281 codes. Key in the new data over the existing data and press

[Enter]. The messagé/rite The Changes To Disk...Ok
Select SF-281 Codes and the SF-281 Codes screeCancelis displayed. To edit, select Oko cancel the
(Figure 50) is displayed with a menu bar at the top. edit, select Cancel

Below is a brief description of each function:

Browsing SF—281 Code#t the SF-281 Codes menu
Add. Used to add a new SF-281 code. bar, select Browse or key Bi The SF-281 Codes pop-
. _ _up listing all records is displayed. Use f®]and [ ¥ ]
Edit. Used to change a SF-281 code and/or its descrlp-keys to locate the code you want to view and press [En-

tion. ter].

Browse. Used to view and/or delete a SF-281 code.
* To delete a code, press [Del]. The mesdagek This
Find. Used to locate and/or delete a SF—281 code. Record For Deletion...Ok Cancélo delete, select Ok.
The messageDeleted> is displayed at the bottom of
Print. Used to print the SF-281 table. the screen. To reactivate a deleted record prior to the
Pack function, press [Del] a second time. The message
Pack. Used to permanently remove SF-281 codes pre-<Deleted> is removed from the bottom of the screen. To
viously marked for deletion. cancel the delete, seldggancel

Following are instructions for using these functions: o

Finding A SF-281 CodeAt the SF-281 Codes menu
Adding A SF—281 CodeAt the SF—281 Codes menu bar, select Find or key iR. (This function is helpful
bar, select Add or key if. Key in the 2-position code in ~ When dealing with very lengthy tables.) The Search For
the SF—281 Code field. The messagel This Record To ~ Prompt is displayed. Key in the applicable code to be lo-
The File...Ok Cancescreen is displayed. To add the cated. If the code entered is not found in the table, the
SF-281 code to the table, select Ok. To cancel the addMessageXX Not Found in SF-28 displayed. Press

select Cancel any key to continue.

If you try to add a duplicate code, the messabes Note: Instructions for deleting a SF—281 code under the
Record Already ExistsTry Another Key Valués dis- Find function are the same as those found uBes -
played. Press any key to continue. ing SF-281 Codes.

Edit Browse Find Print Pack
Pres=s Enter to Add a record to table.

TABLE MAINTENANCE

SF—-Z81 CODES

ﬂ SF—2681 CODERE |

4 — Mext Record T — Prewvious Record Del — Delete Eszc — Exit

CTRL—W — =save EECAPE — exit

Figure 50. SF-281 Codes Screen

62



Systems Access Manual Title VI
Procurement And Other Payments Chapter 7
PC-PRCH Section 13

Printing The SF-281 Codes TableAt the SF-281 Menu, select Print The Report. The mess&ge
Codesmenu bar, select Print or keyHnThe Report Set- Printer To The Top Of The Page displayed. Press
tings Menu is displayed with two options. any key to continue. Press [Esc] to exit.

Select Print The Report if the destination of the report

. SelectFile to print the report to a file. The message
was previously set up.

Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created in the PRCH subdirectory. To activate the
Print function, at the Report Setting Menu, select
Print The Report. Press [Esc] to exit.

Note: Destination Of Report should be selected first if
printing destination has not been previously set to print
to screen, printer, or file, or if you want to change the
destination of the report.

SelectDestination Of Report to set up or change the des- To stop printing the report once the print option has been
tination. The Select Destination pop-up is displayed activated, press [Esc]. The Select a Command screen is
with three options. displayed. Select one of the three options (Resume The
Report, Back Up 1 Page and Resume, or Cancel The
— Select Screen to display the report on the PC screenReport). Press [Esc] to exit.
To activate the Print function, at the Report Settings
Menu, select Print The RepoA Processing Com-
pletepop-upmessage is displayed, press any key. The Packing SF-281 CodesAt the SF-281 Codes menu
report appears on the screen. Press [Esc] to exit.  bar, select Pack. The messagemove All Records
Marked For Deletion...Ok Cancek displayed. To
— Select Printer to print the report on the printer. To delete all codes, sele€@k. To cancel the pack, select
activate the Print function, at the Report Settings Cancel
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Budget Object Editing A Budget Object CodeAt the Budget Object

Codes menu bar, move the cursor to Edit. Use the
Budget Object is used to enter, change, view, locate, [4]and [¥] keys to locate the code you want to edit
print, or delete budget object classification codes. and press [Enter]. Key in the new data over the existing

data and press [Enter]. The messAfgie The Changes

Select Budget Object and the Budget Object CodesTo Disk...Ok Canceb displayed. To edit, select Ok. To
screen Kigure 51) is displayed with a menu bar at the cancel the edit, sele€ancel

top.

Below is a brief description of each function: ) ] )
Browsing Budget Object CodeAt the Budget Object

Add. Used to add a new budget object code. Codes menu bar, select Browse or keB.iThe Budget
Obj pop-up appears listing the established budget object
Edit. Used to change a budget object code. class records. Use tHéh 1and [¥] keys to locate the

code you want to view and press [Enter].
Browse. Used to view and/or delete a budget object
code.
* To delete a code, press [Del]. The mesdagek This
Find. Used to locate and/or delete a budget object code.Record For Deletion...Ok Canceat displayed. To
delete, select Ok. The messatgeleted> is displayed
Print. Used to print the Budget Object Codes table.  at the bottom of the screen. To reactivate a deleted
record prior to the Pack function, press [Del] a second
Pack. Used to permanently remove budget object codestime. The messageDeleted> is removed. To cancel
previously marked for deletion. the delete, select Cancel

Following are instructions for using these functions:

Finding A Budget Object CodeAt theBudget Object
Adding A Budget Object Codé\t the Budget Object ~ Codesmenu bar, select Find or keyFn(This function is
Codes menu bar, select Add or keyAnKey in the helpful when dealing with very lengthy tables.) The
4-position alphanumeric Object Code in the Object Search For prompt is displayed. Key in the budget
Code field. The messagédd This Record To The object code. If the code entered is not found in the table,
File...Ok Cancels displayed. To add the budget object the messagXXXX Not Found In Budget Olg dis-
code to the table, select Ok. To cancel the add, selecplayed. Press any key to continue.
Cancel

If you try to add a duplicate code, the messabes Note: Instructions for deleting a budget code under the
Record Already Exists. Try Another Key Valsdis- Find function are the same as those found uBgbars -
played. Press any key to continue. ing Budget Object Codes.

[MEEEN Edit Browse Find Print Pack
Pres=s Enter to Add a record to table.

TABLE MAINTENANCE

BUDGET OBJECT CODES

ﬂ OBJECT CODEJEN |

4 — Mext Record T — Prewvious Record Del — Delete Eszc — Exit

CTRL—W — =save EECAPE — exit

Figure 51. Budget Object Codes Screen
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Printing The Budget Object Codes Tablat the Bud- — Select Printer to print the report on the printer. To

get Object Codes function menu bar, select Print or key activate the Print function, at the Report Settings

in P. The Report Settings Menu is displayed with two ~ Menu, select Print The Report. The mess&ge

options. Printer To The Top Of The Page displayed. Press
any key to continue. Press [Esc] to exit.

Select Print The Report if the destination of the report _

. SelectFile to print the report to a file. The message
was previously set up.

Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
Note: Destination Of Report should be selected first if ~ created in the PRCH subdirectory. To activate the
printing destination has not been previously set to print ~ Print function, at the Report Setting Menu, select
to screen, printer, or file, or if you want to change the  Print The Report. Press [Esc] to exit.

destination of the report. o ) )
To stop printing the report once the print option has been

o activated, press [Esc]. The Select a Command screen is
SelectDestination Of Report to set up or change the des- displayed. Select one of the three options (Resume The
tination. The _Select Destination pop-up is displayed Report, Back Up 1 Page and Resume, or Cancel The
with three options. Report). Press [Esc] to exit.

— Select Screen to display the report on the PC screenPacking Budget Object Code#éit the Budget Object
To activate the Print function, at the Report Settings Codes menu bar, select Pack. The mesBageove All
Menu, select Print The RepoA Processing Com-  Records Marked For Deletion...Ok Cancetisplayed.
pletepop-upmessage is displayed, press any key. The To delete all codes, select Ok. To cancel the pack, select
report appears on the screen. Press [Esc] to exit.  Cancel
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Fund Codes Editing A Fund Code.At the Fund Codes menu bar,

move the cursor to Edit. Use tthié ]and [¥] keys to
Fund Codes is used to enter, change, view, locate, printjocatethe code you want to edit and press [Enter]. Key in
or delete fund codes. the new data over the existing data and press [Enter].

The messag@/rite The Changes To Disk...Ok Canisel
Select Fund Codes and the Fund Codes screerdisplayed. To edit, select OKo cancel the edit, select
(Figure 52) is displayed with a menu bar at the top. Cancel

Below is a brief description of each function:
Browsing Fund CodesAt the Fund Codes menu bar, se-

Add. Used to add a new fund code. lect Browse or key iB. The Fund Code pop-up listing
all fund code records is displayed. Use tHh]and

Edit. Used to change a fund code. [¥] keys to locate the code you want to view and press
[Enter].

Browse. Used to view and/or delete a fund code.

* To delete a code, press [Del]. The mesdagek This
Record For Deletion...Ok Cancek displayed. To
delete, seleddk. The messageDeleted> is displayed

at the bottom of the screen. To reactivate a deleted
record, prior to the Pack function, press [Del] a second
time. The messageDeleted> is removed. To cancel
the delete, sele@ancel

Find. Used to locate and/or delete a fund code.
Print. Used to print the Fund Codes table.

Pack. Used to permanently remove fund codes pre-
viously marked for deletion.

Following are instructions for using these functions:
Finding A Fund Code At the Fund Codes menu bar, se-

Adding A Fund CodeAt the Fund Codes menu bar, se- lect Find or key ir-. (This function is helpful when deal-
lect Add or key inA. Key inthe 2-position alphanumeric N9 With very lengthy tables.) The Search For prompt is
code in theFund Code field. The messadeld This displayed. Key in the 2-position alphanumeric fund

Record To The File...Ok Cancgdreen is displayed. To code in the Fund Code field. If the code entered is not
add the fund code to the table, select Gk cancel the f‘?””d inthe table, the messaj& N_Ot Found in Funts
add, select Cancel displayed. Press any key to continue.

If you try to add a duplicate code, the messabes Note: Instructions for deleting a fund code under the
Record Already ExistsSTry Another Key Valués dis- Find function are the same as those found uBgbers -
played. Press any key to continue. ing Fund Codes.

[MEEEN Edit Browse Find Print Pack
Pres=s Enter to Add a record to table.

TABLE MAINTENANCE

FUND CODES

ﬂ FUND CODER |

4 — Mext Record T — Prewvious Record Del — Delete Eszc — Exit

CTRL—W — =save EECAPE — exit

Figure 52. Fund Codes Screen
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Printing The Fund Codes TableAt the Fund Codes — Select Printer to print the report on the printer. To

menu bar, select Print or keyh The Report Settings activate the Print function, at the Report Settings

Menu is displayed with two options. Menu, select Print The Report. The mess&ge
Printer To The Top Of The Page displayed. Press

Select Print The Report if the destination of the report any key to continue. Press [Esc] to exit.

was previously set up. — SelectFile to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
Note: Destination Of Report should be selected firstif ~ name of the file and press [Enter]. This file will be
printing destination has not been previously set to print ~ created in the PRCH subdirectory. To activate the

to screen, printer, or file, or if you want to change the  Print function, at the Report Setting Menu, select
destination of the report. Print The Report. Press [Esc] to exit.

o To stop printing the report once the print option has been
SelectDestination Of Report to set up or change the des- 5ctivated, press [Esc]. The Select a Command screen is
tination. The Select Destination pop-up is displayed gisplayed. Select one of the three options (Resume The
with three options. Report, Back Up 1 Page and Resume, or Cancel The

Report). Press [Esc] to exit.

— Select Screen to display the report on the PC screen.
To activate the Print function, at the Report Settings Packing Fund CodesAt the Fund Codes menu bar, se-
Menu, select Print The RepoA Processing Com-  lect Pack. The messadggemove All Records Marked
pletepop-upmessage is displayed, press any key. The For Deletion...Ok Cancels displayed. To delete all
report appears on the screen. Press [Esc] to exit.  codes, select Ok. To cancel the pack, select Cancel
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State/ZIP Codes Editing A State/ZIP Code.At the State/ZIP Codes

menu bar, move the cursor to Edit. Use tHe]and
State/ZIP Codes is used to enter, change, view, locate,[¥] keys to locate the code you want to edit and press
print, or delete State and ZIP Codes. [Enter]. Key in the new data over the existing data. The

messagé&Vrite The Changes To Disk...Ok Caniealis-
Select State/ZIP Codes and the State/ZIP Codes screeplayed. To edit, sele@k. To cancel the edit, select Can-

(Figure 53) is displayed with a menu bar at the top. cel.

Below is a brief description of each function:
Browsing State/ZIP CodesAt the State/ZIP Codes

Add. Used to add a new State/ZIP Code. menu bar, select Browse or key Bh The State/Zip
pop-up appears listing all State/ZIP Code records. Use
Edit. Used to change a State/ZIP Code. the [4]and [¥] keys to locate the code you want to

view and press [Enter].
Browse. Used to view and/or delete a State/ZIP Code.

* To delete a code, press [Del]. The mesdagek This
Record For Deletion...Ok Cancek displayed. To
delete, seleddk. The messageDeleted> is displayed

at the bottom of the screen. To reactivate a deleted
record prior to the Pack function, press [Del] a second
time. The messageDeleted> is removed. To cancel
the delete, select Cancel

Find. Used to locate and/or delete a State/ZIP Code.
Print. Used to print the State/ZIP Codes table.

Pack. Used to permanently remove State/ZIP Codes
previously marked for deletion.

Following are instructions for using these functions: o

Finding A State/ZIP Code.At the State/ZIP Codes
Adding A State/ZIP CodeAt the State/ZIP Codes menu Menu bar, select Find &ey inF. (This function is help-
bar, select Add or key iA. The cursor is positioned in  ful when dealing with very lengthy tables.) The Search

the Statdield. Key in the 2-position alpha state abbrevi- FOr prompt is displayed. Key in the 2-position State
ation. If the state code already exists, the mesEhige abbreviation in th&tate Abbreviation field. If the code

record already exists. Try another key valisedis- entered is not found in the table, the mességeNot
played. Press any key to continue. Key in the first Found in State ZIfs displayed. Press any key to con-
3-positions of the ZIP Code in th®w ZIP and High  tnue.

ZIP fields. The messag@&dd This Record To The

File...Ok Cancekcreen is displayed. To add the State/ Note: Instructions for deleting a State/ZIP code under
ZIP Code range to the table, select. @& cancel the  the Find function are the same as those found under
add, select Cancel Browsing  State/ZIP Codes.

[MEEEN Edit Browse Find Print Pack
Pres=s Enter to Add a record to table.

TABLE MAINTENANCE

STATE-ZIF CODES

STATE AK

[LOW = IPER=- 1
eIy 999

4 — Mext Record T — Prewvious Record Del — Delete Eszc — Exit

SETATE_ZIP Rec Ho 1-61 View: Entire file 131k free
Figure 53. State/ZIP Codes Screen
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Printing The State/ZIP Codes Tablét the State/ZIP Menu, select Print The Report. The mess&ge
Codesmenu bar, select Print or keyfihThe Report Set- Printer To The Top Of The Page displayed. Press
tings Menu is displayed with two options. any key to continue. Press [Esc] to exit.

Select Print The Report if the destination of the report

. Select File to print the report to a file. The message
was previously set up.

Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created in the PRCH subdirectory. To activate the
Print function, at the Report Setting Menu, select
Print The Report. Press [Esc] to exit.

Note: Destination Of Report should be selected first if
printing destination has not been previously set to print
to screen, printer, or file, or if you want to change the
destination of the report.

SelectDestination Of Report to set up or change the des- To stop printing the report once the print option has been
tination. The Select Destination pop-up is displayed activated, press [Esc]. The Select a Command screen is
with three options. displayed. Select one of the three options (Resume The
Report, Back Up 1 Page and Resume, or Cancel The
— Select Screen to display the report on the PC screenReport). Press [Esc] to exit.
To activate the Print function, at the Report Settings
Menu, select Print The RepoA Processing Com-
pletepop-upmessage is displayed, press any key. The Packing State/ZIP Codest the State/ZIP Codes menu
report appears on the screen. Press [Esc] to exit.  bar, select Pack. The messagemove All Records
Marked For Deletion...Ok Cancek displayed. To
— Select Printer to print the report on the printer. To delete all codes, select Ok. To cancel the pack, select
activate the Print function, at the Report Settings Cancel.
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SUB Codes Editing A SUB Code.At the SUB Codes menu bar,

move the cursor to Edit. Use tthié]and [¥] keys to
SUB Codes is used to enter, change, view, locate, printjocatethe code you want to edit and press [Enter]. Key in
or delete SUB codes. the new data over the existing data and press [Enter].
The messag@/rite The Changes To Disk...Glancel is
SelectSUB Codes and the SUB Codes scré&dgufe 54) displayed. To edit, select Oko cancel the edit, select
is displayed with a menu bar at the top. Cancel.

Below is a brief description of each function:

Browsing SUB CodesAt the SUB Codes menu bar, se-

Add. Used to add a new SUB code. lect Browse or key iB. The SUB Codes pop-up is dis-

Edit. Used to change a SUB code. played listing all SUB codes. Use thd]and [¥]
keys to locate the code you want to view and press [En-
Browse. Used to view and/or delete a SUB code. ter].

Find. Used to locate and/or delete a SUB code. « To delete a code, press [Del]. The messagek This

: : Record For Deletion...OkCancel is displayed. To
Print. Used to print the SUB Codes table. delete, select Ok. The messat@eleted> is displayed
at the bottom of the screen. To reactivate a deleted
record prior to the Pack function, press [Del] a second
time. The<Deleted>is removed. To cancel the delete,
selectCancel

Pack. Used to permanently remove SUB codes pre-
viously marked for deletion.

Following are instructions for using these functions:

Adding A SUB CodeAt the SUB Codes menu bar, se- Finding A SUB CodeAt the SUB Codes menu bar, se-
lect Add or key inA. The cursor is positioned the SUB  |ect Find or key inF. (This function is helpful when deal-
Code field. Key in the 1 or 2-position code in 8 ing with very lengthy tables.) The Search For prompt is
Code field. The messagldd This Record To The displayed. Key in the SUB code. If the code entered is
File...Ok Canckscreen is displayed. To add the SUB not found in the table, the messa§¥ Not Found in

code to the table, select Ok. To cancel the add, selecSUB Codess displayed. Press any key to continue.
Cancel.

If you try to add a duplicate code, the messabes Note: Instructions for deleting a SUB code under the
Record Already Exists. Try Another Key Valsdis- Find function are the same as those found uBgbers -
played. Press any key to continue. ing SUB Codes.

Edit Browse Find Print Pack
Pres=s Enter to Add a record to table.

TABLE MAINTENANCE
SUB CODES

ﬂ SUE CODEf |

4 — Mext Record T — Prewvious Record Del — Delete Eszc — Exit

CTRL—W — =save EECAPE — exit
Figure 54. SUB Codes Screen
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Printing The SUB Codes TableAt the SUB Codes — Select Printer to print the report on the printer. To

menu bar, select Print or key ifh The Report Settings activate the Print function, at the Report Settings

Menu is displayed with two options. Menu, select Print The Report. The mess&ge
Printer To The Top Of The Page displayed. Press

Select Print The Report if the destination of the report any key to continue. Press [Esc] to exit.

was previously set up. — Select File to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
Note: Destination Of Report should be selected firstif ~ name of the file and press [Enter]. This file will be
printing destination has not been previously set to print ~ created in the PRCH subdirectory. To activate the

to screen, printer, or file, or if you want to change the  Print function, at the Report Setting Menu, select
destination of the report. Print The Report. Press [Esc] to exit.

o To stop printing the report once the print option has been
SelectDestination Of Report to set up or change the des- 5ctivated, press [Esc]. The Select a Command screen is
tination. The Select Destination pop-up is displayed gisplayed. Select one of the three options (Resume The
with three options. Report, Back Up 1 Page and Resume, or Cancel The

Report). Press [Esc] to exit.

— Select Screen to display the report on the PC screen.
To activate the Print function, at the Report Settings Packing SUB CodesAt the SUB Codes menu bar, se-
Menu, select Print The RepoA Processing Com-  lect Pack. The messadggemove All Records Marked
pletepop-upmessage is displayed, press any key. The For Deletion...Ok Cancels displayed. To delete all
report appears on the screen. Press [Esc] to exit.  codes, select Okio cancel the pack, seleCancel
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Seller Address ation tothe field. For the country code, press [Esc] at the

State/ZIP pop-up and the Country Abbreviation pop-up
Seller Address is used to enter, change, view, locateappears. Point and shoot the appropriate country code to
print, or delete seller address/identification data includ- the State field. The messageld This Record To The
ing multiple addresses for a single vendor. File...Ok Cancels displayed. To add the Seller Address

to the table, select Ok. To cancel the add, select Cancel.
Select Seller Address and the Seller Addresses screeNote: When using a country code, press [Enter] to
(Figure 55) is displayed with a menu bar at the top. bypass the ZIP field.

Below is a brief description of each function: * To add multiple addresses for the same seller, assign
a different 5-position alphanumeric code.
Add. Used to add a new Seller Address code.
* When adding a foreign seller address, follow the
Edit. Used to change a Seller Address code and/or itsinstructions under Adding A Seller Address Code until
description. you are in the City field.

Browse. Used to view and/or delete a Seller Address Editing A Seller Address Codét the Seller Addresses
code. menu bar, move the cursor to Edit. Use tfe]and

[¥] keys to locate the code you want to edit and press
[Enter]. Key in the new data over the existing data and
press [Enter]. The messad¥rite The Changes To
Disk...Ok Cancels displayed. To edit, select Oko
cancel the edit, seleGancel

Find. Used to locate and/or delete a Seller Address
code.

Print. Used to print the Seller Addresses code table.

Pack. Used to permanently remove Seller Address _
codes previous|y marked for deletion. BrOWS|ng The Seller Address TableAt the Seller

Addresses menu bar, select Browse or keR.irThe
Following are instructions for using these functions: ~ Seller pop-up appears listing all seller address codes,

vendor ID’s, Vendor Express Numbers, and Vendor
Adding A Seller Address Codat the Seller Addresses Names is displayed. Use tthd Jand [¥] keys to lo-
menu bar, select Add or key & Key in the Seller’s cate the code you want to view and press [Enter].
unique 5-position alphanumeric code in 8edlerCode
field. Key in the Vendor Express 9-digit number e To delete a record, press [Del]. The mesddgek
(VXPXXXXXXXXX) when applicable. Key in the This Record For Deletion...Ok Candsldisplayed. To
Seller ID, Seller Name, Addrl, Addr2, City, Stgte delete, seleddk. The messageDeleted> is displayed
country code)ZIP, andPhone in the appropriate fields at the bottom of the screen. To reactivate a deleted
If you do not know the state or country code, press record prior to the Pack function, press [Del] a second
[Enter] in the State field and the State/ZIP pop-up time. The <Deleted> mark is removed. To cancel the
appears. Point and shoot the appropriate state abbrevidelete, seled€ancel

Add Browse Find Print Pack
Press Enter to Edit the currently displayed record.

TABLE MAINTENANCE

SELLER ADDRESSES

SELLER CODE 1
ENDOR EXPRESS JrdshPach iyl is)
SELLER ID 1Z2-3454678

ABC CORP
1234 MAIN STREET
SUITE 1888

NEW ORLEANS

LA iy 7e1i80-AB8AA
a4fc55- 5555

[PHONE ¢

4 — Mext Record T — Prewvious Record Del — Delete Eszc — Exit

CTRL—W — =save EECAPE — exit
Figure 55. Seller Addresses Screen

72



Systems Access Manual
Procurement And Other Payments
PC-PRCH

Finding A Seller Address Codét the Seller Addresses
menu bar, select Find &ey inF. (This function is help-
ful when dealing with very lengthy tables.) A pull-down
menuwith Seller Code or Seller ID is displayed. You can

Title VI
Chapter 7
Section 13

— Select Screen to display the report on the PC screen.

To activate the Print function, at the Report Settings
Menu, select Print The RepoA Processing Com-
pletepop-upmessage is displayed, press any key. The

search either field. Select the appropriate search field. report appears on the screen. Press [Esc] to exit.

The Search For prompt is displayed. Key in the Seller

Code or the Seller ID. If the code entered is not found in — Select Printer to print the report on the printer. To

the table, the messa@XXXXX Not Found In Sellés activate the Print function, at the Report Settings

displayed. Press any key to continue. Menu, select Print The Report. The mess8ge
Printer To The Top Of The Page displayed. Press

Note: Instructions for deleting a seller address code un-  any key to continue. Press [Esc] to exit.

der the Find function are the same as those found under ) ) _
Browsing _ Seller Addresses. — Select File to print the report to a file. The message

Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created in the PRCH subdirectory. To activate the
Print function, at the Report Setting Menu, select
Print The Report. Press [Esc] to exit.

Printing The Seller Address TableAt the Seller
Addresses menu baelect Print or key i. The Report
Settings Menu is displayed with two options.

Select Print The Report if the destination of the report To stop printing the report once the print option has been
was previously set up. activated, press [Esc]. The Select a Command screen is
displayed. Select one of the three options (Resume The
Note: Destination Of Report should be selected first if Report, Back Up 1 Page and Resume, or Cancel The
printing destination has not been previously set to print Report). Press [Esc] to exit.
to screen, printer, or file, or if you want to change the
destination of the report. Packing The Seller Address TableAt the Seller
Addresses menu bar, select Pack. The meftagmve
SelectDestination Of Report to set up or change the des- All Records Marked For Deletion...G&ancelis dis-
tination. The Select Destination pop-up is displayed played. To delete all codes, select Ok. To cancel the
with three options. pack, select Cancel.
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Country Codes Editing A Country CodeAt the Country Codes menu

bar, move the cursor to Edit. Use t®]and [¥] keys
The Country Codes is used to enter, change, view,to locate the code you want to edit and press [Enter]. Key
locate, print, or delete Country codes. in the new data over the existing data and press [Enter].
The messag@é/rite The Changes To Disk...Ok Canisel
Select Country Codes and the Country Codes screerdisplayed. To edit, sele@k. To cancel the edit, select
(Figure 56) is displayed with a menu bar at the top. Cancel

Below is a brief description of each function:
Browsing Country CodesAt the Country Codes menu

Add. Used to add a new country code. bar, select Browse or key B. The Countries pop-up
screen listing all records is displayed. Use
Edit. Used to change a country code. the[#]andl¥] keys to locate the code you want to

view and press [Enter].
Browse. Used to view and/or delete a country code.

* To delete a code, press [Del]. The mesdagek This

Find. Used to locate and/or delete a country code. Record For Deletion...Ok Canceb displayed. To
) . delete, seleddk. The messageDeleted> is displayed
Print. Used to print the country codes table. at the bottom of the screen. To reactivate a deleted

record prior to the Pack function, press [Del] a second
Pack. Used to permanently remove country codes pre- time The <Deleted> is removed. To cancel the delete,
viously marked for deletion. select Cancel

Following are instructions for using these functions: o
Finding A Country Code At the Country Codes menu

Adding A Country CodeAt the Country Codes menu bar, select Find or key iR. (This function is helpful

bar, select Add or key iA. Key in the 2-position code in when dealing with very lengthy tables.) The Search For
the Country field. Key identifying information in the prompt is displayed. Key in the code to be located. If the
Description field. The messadeld This Record To The ~ ¢0de entered is not found in the table, the mesXage
File...Ok Cancels displayed. To add the Country code 'NOt Found in Countriess displayed. Press any key to

to the table, select ORo cancel the add, selezancel continue.

If you try to add a duplicate code, the messabes Note: Instructions for deleting a country code under the
Record Already Exists. Try Another Key Valsdis- Find function are the same as those found uBes -
played. Press any key to continue. ing Country Codes.

Edit Browse Find Print Pack
Pres=s Enter to Add a record to table.

TABLE MAINTENANCE

COUNTRY CODES

ICOLUNTRY| Ac
IEEEGIG0L] ANTIGUA-E .CARIBBEAN DOLLAR

— HMext Record T — Prewvious Record Del — Delete Eszc — Exit

1
COUNTRIEE Rec Ho 1-144 UView: Entire file 138k free
Figure 56. Country Codes Screen
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Printing The Country Codes TableAt the Country Menu, select Print The Report. The mess&ge
Codes function menu bar, select Print or kef.ifhe Printer To The Top Of The Page displayed. Press
Report Settings Menu is displayed with two options. any key to continue. Press [Esc] to exit.

Select Print The Report if the destination of the report

. Select File to print the report to a file. The message
was previously set up.

Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created in the PRCH subdirectory. To activate the
Print function, at the Report Setting Menu, select
Print The Report. Press [Esc] to exit.

Note: Destination Of Report should be selected first if
printing destination has not been previously set to print
to screen, printer, or file, or if you want to change the
destination of the report.

SelectDestination Of Report to set up or change the des- To stop printing the report once the print option has been
tination. The Select Destination pop-up is displayed activated, press [Esc]. The Select a Command screen is
with three options. displayed. Select one of the three options (Resume The
Report, Back Up 1 Page and Resume, or Cancel The
— Select Screen to display the report on the PC screenReport). Press [Esc] to exit.
To activate the Print function, at the Report Settings
Menu, select Print The RepoA Processing Com-
pletepop-upmessage is displayed, press any key. The Packing Country CodesAt the Country Codes menu
report appears on the screen. Press [Esc] to exit.  bar, select Pack. The messagemove All Records
Marked For Deletion...OkCancel is displayed. To
— Select Printer to print the report on the printer. To delete all codes, select Oko cancel the pack, select
activate the Print function, at the Report Settings Cancel
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PC—-PRCH Access Level 3

This access level allows the user to assign User ID’s.
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Main Menu For Access Level 3

After you sign on to PC—-PRCH, the appropriate main
menufor Accesd evel 3(Figure 57) is displayed listing
the available operation options. Access Level 3 has all
of the same operation options as Access Level 2; plus
the authority to assign user IDs and an additional func-
tion under File Utilities.

For Access Level 3, the operation options are Enter Pu

ceipts—Type 40, Helguit, Transmit File, File Utilities,
Maintain Tables, and Assign ID/Password.

Note: Since each operation option usually has more

r-
chase Orders, Print Order(s), Laser Print Order(s), Re-

Title VI
Chapter 7
Section 13

Laser Print Orders underAccess Level for more informa-
tion.

Receipts — pe 40(Access Levels 1, 2, and R). Used

to add, view, change, or delete/restore Type 40 receiving
report dataSeeReceipts—Type 4tinderAccess Level Tor
more information.

Help (Access Levels 1, 2, 3, O, and R). Used to display
general help information about how screens are set-up.
SeeOperating Featuresunderintroduction for more in-
formation.

Quit (Access Levels 1, 2, 3, O, and R). Used to exit the
system and make backup files. SBgstem Access,

thanone access level, we have listed all of the applicable Sign-Off/File_Backup under Introduction for more

Access Levels in parentheses behind the operation op
tion heading.

Following is a brief description of each operation
option:

Enter Purchase Orders(Access Levels 1, 2, 3, and O).
Used to add, view, change, or delete/restore AD-838
data. Se@&nter PurchaseOrders underAccess Level for
more information.

Print Order(s) (Access Levels 1, 2, 3, and @sed to
print AD-838 data or modify the printer configuration.
This option is used mainly by non-laser printer users.
SeePrint Orders underAccess Level for more informa-
tion.

Laser Print Order(s) (Access Levels 1, 2, 3, and O).
Used to print a facsimile AD—838 Issuing Office Copy,

information.

Transmit Flle. (Access Levels 2, 3, O, and R) Used to
prepare a transmit file of orders or receipts, build a test
transmit file, change the transmit password/counter, or
to clean the transmit files. S@mansmit Files underAc-

cess Level Xor more information.

File Utilities (Access Levels 1, 2, 3, O and R). Used to
delete transmitted data, restore from backup diskette,
reindex the files, purge/clear deleted orders and
receipts, or speed the performance of the software. See
File Utilities underAccess Level 1 andAccess Level Xor

more information.

Maintain Tables (Access Levels 2 and 3). Used to
maintain system tables that provide data validation for
the Enter Purchase orders option. Setain Tables
underAccess Level Xor more information.

Seller’s Original, and Receipt Copy that replicates the Assign ID/Password(Access Level 3). Used by the se-
official Departmental AD—838, Purchase Order. A laser curity officer to establish, edit, view, delete, or print user
printer isrequired to generate these facsimile forms. SeeID, password, and access level entries.

» 3 % I8 DA ~ HF C = » »
WELCOME TO PC—-PHRCH *

REMOTE
—Purchasze Order Operations
This program iz used to enter

ENTER PURCHASE ORDERS
Purchase Order data remotely

PRINT ORDERC(S)
LASER PRINT ORDERC(S)
for transmittal to
uUusopa-~~HNFC.

P C - P RCH DaAaTaAa ENTHRY

—UWe lcome

FORM FmHA 838-B & INVOICE-ORIGINAL
FORM FmHA B838-B MODIFICATIONS
RECEIFPTS — TYPE 48

HELP

QUIT

Instructions to continue can be
found on the MAVIGATIOM and
STATUS lines at the bottom of
TRANSMIT FILE the screen...
FILE UTILITIES
MAINTAIN TABLES
ASSIGMN ID-PASSWORD

avigation
tatus

Figure 57. Access Level 6 Main Menu

Ti1 TO CHOOSE - TO EMTER SELECTION

AUVAITING MENU CHOICE |
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File Utilities (Access Levels 3, O And R) screen. (Seeile Utilities, Purging Deleted Orders under

Access Level 1)
File Utilities is an operations option on the main menu
used to restore or repair files in the PC-PRCH systemwipe-out Xmitted Receipts. Used to delete receipts
and to delete obsolete data to reduce data file loads. that have been transmittedNE&C.(SeeFile Utilities, De-
leting Xmitted ReceiptsunderAccess Level 29

Note: To select an option, move to the applicable option

and press [Enter] or press the first letter of the menu op-cjear Deleted Receipts.Used to remove receipt
tion (e.g. [P] for Print Orders). The following pages pro- ecords that were marked deleted on the Receipts Type
vide instructions for selecting and using each option. 40, Delete A Receipt screen. (Sdle Utilities, Clearing

. - . Deleted ReceiptsunderAccess Level J).
Select File Utilities The Utility Menu for Access Level

3 (Figure 58) is displayed with a list of utility functions

on the right side of the screen. Specify Open FilesUsed to speed up the operation of

the software by altering its configuration.

Note: Each access level has a different Utility Menu. ) ) ] ] ]
This section will cover the one additional function Following are instructions for using the Specify Open
(Specify Open Files) that Access Levels 1 and 2 do notFiles function:

have. Specifying Open FilesAt the Utility Menu screen,

select Specify Open Files or key$ The Specifying
Open Files pop-ugFigure 59) is displayed with the
messageOpen All Files At Startup?..Yes, No, or
Cancel.

Below is a brief description of each function:

Delete Xmitted Orders.Used to delete orders that have
been transmitted to NFC. (Sé&de Utilities, Deleting

Xmitted Orders underAccess Level
? SelectYesto change the configuration of the software.

The messagBlease Waitetting Up to Open All Files at
Startupis displayed. The software is configured to open
all files at startupNote: This change requires an addi-
tional 20k of available memory at the DOS prompt and
increases the performance of the software during the
data entry processes.

Restore from Backup Disk.Used to recover data in
files that were damaged through intentional or uninten-
tional abend. (Segile Utilities, Restoring From Backup
Disk underAccess Level 9

Index File Repair. Used to fix damaged index files
without resorting to restoration from backup (which

usually causes loss of some data). (SkecUtilities, Re-  SelectNo to return the system to the original configura-
pairing Index Files underAccess Level 1) tion. The messagelease Wait Setting Up To Not Open

All Files At Startupis displayed.

Purge Deleted OrdersUsed to remove orders marked
deleted on the Enter Purchase Orders, Delete OrderSelect Cancel to cancel the task.

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchase Order Operations—— —lItility Menu
ENTER PURCHASE ORDERS
PRINT ORDERC(S)
LASER PRINT ORDER(S)
RECEIPTS — TY¥PE 48 RESTORE FROM BACHKUF DISK
HELP INDEX FILE REPAIR
QuUIT PURGE DELETED ORDERS
WIPE—OQUT XMITTED RECEIPTS
TRANSMIT FILE CLEAR DELETED RECEIFPTS
SPECIFY OFPEN FILES
MAINTAIN TABLES EXIT
ASSIGN ID-PASSWORD

avigation
T4 TO CHOOSE 4! TO ENTER SELECTION J
tatus
|

Figure 58. Access Level 3 Utility Menu
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ﬂ P C - P RCH REMOTE DaAaTaAa ENTHRY “

—Purchasze Order Operations tility Menu

ENTER PURCHASE ORDERS Belect Utility:
PRINT ORDERC(3) _—_—

LASER PRINT ORDE ORDERS
RECEIPTS — TYPE Open All Files At Startup? ... ACHKUPF DISK
HELP
QuUIT

Yes Mo Cancel [ED RECEIPTS
TRANSMIT FILE ECEIPTS

FILE UTILITIES
MAINTAIN TABLES

ABSIGHN ID-PASSEWORD

avigation
T4 TO CHOOSE 4! TO ENTER SELECTION J

tatus

AUVAITING MENU CHOICE |

Figure 59. Specifying Open Files Pop-Up
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Assign ID/Password (Access Level 3) User ID (required, alphanumeric, max. of 7 posi-

tions). Key in the PC—PRCH user ID.
Assign ID/Password is an operation option on the main
menu used to enter, change, view, locate, print, and[2] Last Name (optional, alphanumeric, max. of
delete user ID's and/or passwords for accessing 20 positions)Key in the user’s last name.
PC-PRCH.
First Name (optional, alphanumeric, max. of
Select Assign ID/Password or key An The Access/ 20 positions).Key in the user’s first name.
User ID Table screenFigure 60) is displayed with a
menu bar at the top. Access Level(required, alphanumeric, 1 posi-
tion). Key in the user’s access level.
Below is a brief description of each function:

Note: Valid access levels are 1, 2, 3, O, and R.
Add. Used to add a new user ID, password, hame, and

access level to the Access/User ID Table. Password (required, alphanumeric, max. of

8 positions).Key in the PC—PRCH password. The pass-
word must be greater than 3 positions. (The user pass-
word is not displayed on the screen.)

Edit. Used to change a user ID, password, name, or
access level.

Browse. Used to view and/or delete a user ID, password, The messagadd This Record to the File...Ok Canizl
name, and access level. displayed. To add the record to the table, selecflok

) cancel the add, seleCancel
Find. Used to locate and/or delete a user ID, password,

name and access level. If you try to add a duplicate record, the messagis
Record Already Exists. Try Another Key Valsdis-
Print. Used to print the Access/User ID Table. played. Press any key to continue.

Pack. Used to permanently remove all deleted records

from the Access/User ID Table. Editing An Assign ID/PasswordAt the Access/User ID

Table function menu bar, move the cursor to Edit. Use

the[#]and[¥] keys to locate the record you want to

Following are instructions for using these functions:  change and press [Enter]. Key in the new data over the
existing data.

Adding AnAssign ID/PasswordAt the Access/User ID

Table menu bar, select Add or keyAn After making all changes, the messag&ite The
Changes to Disk...Ok Cancel displayed. To edit, se-
Complete the fields as follows: lect Ok To cancel the edit, select Cancel.

Edit Browse Find Print Pack
Pres=s Enter to Add a record to table.

TABLE MAINTENANCE

ACCESS~USER ID TABLE:

WBR/SER 1D ;| NFXXXXX .
LAST NAME :| SMITH

B[ T RS T NanE : IR

3

4 — Mext Record T — Prewvious Record Del — Delete Eszc — Exit

Esc — Exit

Figure 60. Access/User ID Table Screen
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Browsing An Assign ID/Passwordit the Access/User
ID Table menu bar, select Browse or keirThe SYS
table is displayed listing PC-PRCH users. Use
the[41,[¥], [PgUp], and [PgDn] keys to locate the
record you want to view and press [Enter].

* To delete a record, press [Del]. The mesddgek
This Record for Deletion...Ok Candsldisplayed. To
delete the record, select Okhe messageDeleted> is

Title VI
Chapter 7
Section 13

SelectDestination Of Report to set up or change the des-
tination. The Select Destination pop-up is displayed
with three options.

— Select Screen to display the report on the PC screen.
To activate the Print function, at the Report Settings
Menu, select Print the Repor Processing Com-
pletepop-upmessage is displayed, press any key. The
report appears on the screen. Press [Esc] to exit.

displayed at the bottom of the screen. To reactivate a

deleted record prior to the Pack function, press [Del] a
second time. The <@eted>is removed. To cancel the
delete marking, sele@ancel

Finding The Assign ID/PasswordAt the Access/User

ID Table menu bar, select Find or keyFnThe Search
For prompt is displayed. Key in the record to be located.
If the record is not found, the messag®EXXX Not
Found In SY$s displayed. Press any key to continue.

Note: Instructions for deleting a record under the Find
functionare the same as those found urBlewsing An
Assign ID/Password.

Printing The Assign ID/Password TableAt the
Access/User ID Table menu bar, select Print or ké¥ in
The Report Settings Menu is displayed with two op-
tions.

Select Print The Report if the destination of the report
was previously set up.

— Select Printer to print the report on the printer. To
activate the Print function, at the Report Settings
Menu, selectPrint the Report.The messagé&et
Printer To The Top Of The Page displayed. Press
any key to continue. Press [Esc] to exit.

Select File to print the report to a file. The message
Send The Output To Fileis displayed. Key in the
name of the file and press [Enter]. This file will be
created in the PRCH subdirectory. To activate the
Print function, at the Report Setting Menu, select
Print the Report. Press [Esc] to exit.

To stop printing the report once the print option has been

activated, press [Esc]. The Select a Command screen is
displayed. Select one of the three options (Resume The
Report, Back Up 1 Page and Resume, or Cancel The
Report). Press [Esc] to exit.

Packing The Assign ID/Passwordit the Access/User

Note: Destination Of Report should be selected first if ID Table menu bar, select Pack. The mesfemove
printing destination has not been previously set to print All Records Marked For Deletion...Ok Candsldis-
to screen, printer, or file, or if you want to change the played. To delete all records, select. @& cancel the
destination of the report. function, selecCancel
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PC—-PRCH Access Levels O and R

Access Level O allows the user to add, view, change, delete, restore, and print obligations, and restore, re-
pair, and delete obligation files.

Access Level R allows the user to add, view, change, delete, restore, and print receipts, and restore, repair,
and delete receipt files.
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Main Menu For Access For Access Level O, these operation options are Enter
Levels O And R Purchase Orders, Print Order(s), Laser Print Order(s),

Help, Quit, Transmit Files, and File Utilities.

Access Level O permits the user to add, view, change,ror Access Level R, these operation options are Re-

delete, restore, print and transmit obligation data for ceipts—Type 40, Help, Quit, Transmit Files, and File
Type 40, 41, 42, 43, and 45 purchase orders. Accessjijlities.

Level Ocan also restore or repair obligation files and de-

lete obsolete obligation files. Note: Since each operation option usually has more
thanone access level, we have listed all of the applicable
Access Levels in parentheses behind the operations op-

Access Level R permits the user to add, view, change,’. :
fion heading.

delete, restore, and transmit receipt data. Access Leve

R can also restore or repair receipt files and delete obso- o . . :
lete receipt files. Following is a brief description of each operation op-

tion:

After you sign on to PC—PRCH, the appropriate main Enter Purchase Orders(Access Levels 1, 2, 3, and O).
menu for Access Level (igure 61 ) or Access Level R Used to add, view, change, or delete/restore AD—838
(Figure 43 ) is displayed listing the available operation data.SeeEnter Purchase Orders underAccess Level 1
options. for more information.

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C — P RCH REMOTE DaAaTa ENTHRY “
—Purchase Order Operations—— —ule lcome
ENTER PURCHASE ORDERS WELCOME TO PC—PHRCH *
PRINT ORDER(S ) This program iz used to enter
LASER PRINT ORDER(S) Purchase Order data remotely

for transmittal to
uUusopa-~~HNFC.

HELFP Instructions to continue can be
QuUIT found on the MAVIGATIOM and

STATUS lines at the bottom of
TRANSMIT FILE the screen...

FILE UTILITIES

avigation

Ti1 TO CHOOSE - TO EMTER SELECTION
AUVAITING MENU CHOICE

tatus

el |

Figure 61. Access Level O Main Menu

= = 2 U5 DaAa ~ M F C 3 3 =

ﬂ P C - P RCH REMOTE DaAaTaAa ENTHRY “

—Purchase Order Operations—— —ule lcome

WELCOME TO PC—PHRCH *

This program iz used to enter

Purchase Order data remotely

for transmittal to
uUusopa-~~HNFC.

RECEIFPTS — TYPE 48

HELFP Instructions to continue can be
QuUIT found on the MAVIGATIOM and

STATUS lines at the bottom of
TRANSMIT FILE the screen...

FILE UTILITIES

avigation
T4 TO CHOOSE -{ TO ENTER SELECTION

AUVAITING MENU CHOICE

tatus

el |

Figure 62. Access Level R Main Menu
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Print Order(s) (Access Levels 1, 2, 3, and O). Used to SeeQperating Features  underintroduction , for more
print AD—838 data or modify the printer configuration. information.
This option is used mainly by non—laser printer users.

SeePrint Orders underAccess Level 1 for more infor- gyt (Access Levels 1, 2, 3, O, and R). Used to exit the
mation. system and make backup files. S®estem Access ,
Sign-Off/File Backup  underintroduction for more in-

Laser Print Order(s) (Access Levels 1, 2, 3, and O).
Used to print a facsimile AD—-838 Issuing Office Copy,
Seller’s Original, and Receipt Copy that replicates the
official Departmental AD—838, Purchase Order. A laser
printer isrequired to generate these facsimile forms. See
Laser Print Orders _underAccess Level 1 for more in-
formation.

formation.

Transmit File (Access Levels 2, 3, O, and R). Used to
prepare a transmit file of orders or receipts, build a test
transmit file, change the transmit password/counter, or
to clean the transmit files. S@mnsmit Files underAc-

cess Level 2 for more information.

Receipts — Type 4@Access Levels 1, 2, 3, and R). Used
to add, view, change, or delete/restore Type 40 receivingFile Utilities (Access Levels 1, 2, 3, O, and R). Used to

report data. SeReceipts—Type 40 underAccess Level delete transmitted data, restore from backup diskette,
1 for more information. reindex the files, purge/clear deleted orders and re-

ceipts, or speed the performance of the software. See
Help (Access Levels 1, 2, 3, O, and R). Used to display File Utilities underAccess Level 1 , andAccess Level 2
general help information about how screens are set-upfor more information.
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Exhibit 1

Sample PC-PRCH Issuing Office Copy Form AD—-838-5PE (Rev. 7/90),
Purchase Order (nonlaser printer)

FOR AGENCY USE ONLY UNITED STATES DEPARTMENT OF AGRICULTURE
PURCHASE ORDER
3 CONTRACT NUMBER '« ORDER DATE S SF—28) |6 UNIT |7 FUND | § OROER NUMBER 9 SUS.
ORIVERY OROSR
18 TO: (Beller's Nama. Address, City. State, Zip Cede, and Phone No.) " Comsignes, Address. Zip Code. and Plase of inepection and Asseptance
SHIP
TO
L] Chonk
ANy il ] o '[
7 13 14 18 19 17 ) 19 2
une | act ORBCRPTION BUOGET QUANTITY | uMIT UNIT PRICE AMOUNT
M| cooe 1 .
1
|
|
]
]
]
1
1
]
]
1
1
I
'
'
]
1
I
t
'
|
|
|
1
I
]
1
1
|
)
i
1
1
'
i
|
'
1
|
|
|
)
1
1
20s THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 25%(cX ) !
1 .08, POINT 22 DISCOUNT ANG/OR NET PAYMENT TUAMS e TYPE COMMOOITY/ ] |
cook p Sub-Totsl P :
73 GELIVER TO F.O8 POINT ON OR BSFORE (Deta) M 9P VA 2 SSTIMATED PREIGHT 7 )
TOTAL D '
3. (19 accoumna cLassmcanion E] »n
une A 0 3 ° € DISTRIBUTION AMOUNT
s — . Ve e t .
I ) 1 1 ]
] t I 1 ]
] ' 1 ' 1
' ' [ |
] ] 1 ] 1
] 1 1 t ]
] ] I ] i
] 1 | ] '
1 I ' 1 1
i 1 t ! ]
1] ] 1 i ]
b ' 1 I 1
i 1 ] 1 ]
1 L] 1 ] ]
————————————— — de— -
31a IBSUING OFFICE NAME AND AODRESS 318 ONOGRED 8Y (Name sad Titie)
31c COMMERCIAL PHONE (Ares Code and Number) 116 FTS PHONE NO.
(316 AUTHOMZED SIGNATURE
ISSUING OFFICE COPY FOAM AD-834-5PE (Rev. 7/8C
]
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Sample PC—PRCH Issuing Office Copy Form AD-838-5PE,
Purchase Order (laser printer)

| FOR AGENCY USE ONLY I

UNITED STATES DEPARTMENT OF AGRICULTURE

PURCHASE ORDER
UNT_ | 7 FUND

TRAGENO, | 2recenmia 3 CONTRACT NUMBER 4SORDER DATE | 59F281 ]G UNT s ORDER NUMBER Er
1o 1 |X0X oM 11/01/94 EB NC 40-X000(-5-1 00
U TYPE PURCHASE (Check one)
P l PURCHASE ORDER |oe.1venvomaa 12-4565454 N
10 TO: (Selier's Name, Address, City, S, Zip Code, and Phone No.) " Consignes, Address, Zip Code, and Place of inapsction and Acceplancs
SAMPLE CO. SHIP |USDA, OFM, NATIONAL FINANCE CENTER
22 EAST ST. TO | 13800 OLD GENTILLY ROD.
VXP123456789 >
ANYWHERE, LA 70160-1212 _:SNEORLEANS. LA D 2238
(504) 121-4567 WChNo) (504 2551234 o > F1s > Joowu > |
e | acr oot | Alc aunty | on um'-g;ce AMGONT
INIT
iTem | cooe DESCRPTION OBJECT | LINE SSUE
t
i
01 Lamp, Projector, ELH#5120 2670 |01 1000 | EA 12.341 1241 ‘oo
I
I
I
)
1
1
]
'
1
1
H
[}
1
1
H
I
[}
1
[}
1
[}
'
I
I
I
i
]
1
[}
I
1
1
1
I
I
I
t
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO ALTHORITY OF 41 U.S.C. 282(cK ). !
21 F.O.8. PONT 22 DIBCOUNT AND/OR NET PAYMENT TEFMS 228 TYPE COMMODITY/ 25 I
PAYMENT Sub-Total > |
DESTINATION 200 10 000 O 000 O 30 Cooe > 0 12341 00
23 DELIVER TO F.0.B. POWNT ON OR BEFORE (Date) 48P VA 26 ESTIMATED FREIGHT 7 T
NOVEMBER 30, 1994 TOTAL > 12341 00
Azgc 29 ACCOUNTING CLASSIFICATION ]
LINE A B (o] D E OISTRIBUTION
-2 5 10 5 . 4 1—4 1—-2 2
01 | 51234 5 I | l !
) [ 1 1
) t i 1
1 l 1
! i 1
! 1 { [
1 ] i |
1 i [
[} ] i 1
) ) to
[} | I ]
] [} [}
| | L1
314 ISSUING OFFICE NAME AND ADDRESS 31b ORDERED BY (Name and Tite)
LUSDA, OFM, NATIONAL FINANCE CENTER MARY SMITH PROCUREMENT AGENT
b.0. BOX 50000 316 COMMERCIAL PHONE (Area Code and Number) 31d FTS PHONE NO.
222-2222
INEW ORLEANS, LA - 70160 0001 ‘:74“:: WZED ; E‘

ISSUING OFFICE COPY

PC-PRACH FORM AD-838-5PE (Rev. 7/60)
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Sample PC—PRCH Seller’s Original Form AD-838 — 5PE,
Purchase Order (laser printer)

UNITED STATES DEPARTMENT OF AGRICULTURE

PACKAGES. AND PAPERS RELATING

——— PURCHASE ORDER \V  TO TS ORDER Vv
PAGE NO. CONTRACT NUMBER ORDER DATE OROER NUMBER | SuB.
1 OF 1 oM 11/01/94 40-000¢-5-1 00
TYPE PURCHASE (Check one) SELLER'S IDENT. NO. FORM 1000 TAXPAYER'S IDENT. NO.
PURCHASE ORDER
P | (See Reverse) [ ] ceuvenv oncen 124565454 N v [ [ ves > 123-45-6789
TO: (Sefier's Name, Address, City, Siate, Zip Code, and Phone No.) Conmignes, Address, Zip Code, and Place of inepeciion and Accepiance
SAMPLE CO. SHIP |USDA, OFM, NATIONAL FINANCE CENTER
22 EAST ST. TO 13800 OLD GENTILLY RD.
VXP 123456789 >
ANYWHERE, LA 70160-1212 NEW ORLEANS, (A 70129 - 2238
(504) 121-4567 (504) 255-1234
LINE | ACT QUANTITY | uNiT UNIT PRICE AMOUNT
e | oe DESCRIPTION S A
E V
03} Lamp, Projector, ELH#5120 L 1000 | EA 12.341 12341 :oo
]
L \
1
E |
1
R '
' I
]
S .
1
]
[}
o I
I
|
R 1
[}
} |
]
G 1
[}
]
| |
]
N |
1
A \
L \
§
1
1
]
1
[}
]
THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.8.C. 262(c)( ) !
F.0.8. PONT DISCOUNT AND/OR NET PAYMENT TERMS !
DESTINATION 200 10 000 0 000 O 30 !
“TSENVERTST.O.8. PONT ON OR BEFOFE (Dais)

NOVEMBER 30, 1994

BILLING INSTRUCTIONS:
DO NOT

SHIP ORDER TO No Billing WiHI Be Submitted in Advance Of Shipment
THSADDRESS |  Fumish invoics With Our ORDER NUMBER To:
‘ . U.S. DEPARTMENT OF AGRICULTURE
{Ship 1o Consignee Office of Finance and Management
Address Above) National Finance Center
P.O. Box 60075
New Orleans, Louisiana 70160
FAILURE TO SHOW OUR PURCHASE ORDER NUMBER ON INVOICE WILL DELAY PAYMENT
FREIGHT CHARGE OVER $100 REQUIRES BILL OF LADING
IF AVAILABLE, INCLUDE YOUR NINE POSITION DUNS NUMBER ON EACH INVOICE

ISSUING OFFICE NAME AND ADDRESS BY (Name and Title)
USDA, OFM, NATIONAL FINANCE CENTER MARY SMITH PROCUREMENT AGENT
PO. B.OX E'IIX) COMMERCIAL PHONE (Area Code and Number)
(@2) man
NEW ORLEANS, LA - 70160 0001 ‘Mjmnmmm ‘
SELLER'S ORIGINAL ) PC-PACH FORM AD-838-5PE (Fav. 7/90)
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Sample PC-PRCH Receipt Copy 1/Property Copy Form AD-838 — 5PE,

Purchase Order

(laser printer)

FOR AGENCY USE ONLY UNITED STATES DEPARTMENT OF AGRICULTURE
- PURCHASE ORDER
TPAGE NO. | 2 RECEVING 3 CONTRAGT NUMOER 4 OFDER DATE SSFZ81 |SUMT | 7FUND | 8ORDERNUMBER oS8
OFFICE NO. CODE CODE
106 1 |X000 oM 11/01/94 EB NC 40-Y00X-5-1 00
9a TYPE PURCHASE (Check one)
10 TO: (Seller's Name, Address, Cily, Sam, Zip Code, and Phone No.) " Cornignes, Address, Zip Code, snd Place of inspection and Acceptance
SAMPLE CO. SHIP |USDA, OFM, NATIONAL FINANCE CENTER
22EAST ST. TO | 13800 OLD GENTILLY RD.
VXP123456789 >
ANYWHERE, LA 70160-1212 NEW ORLEANS, LA 70129 - 2238
(504) 1214567 oine)  (504) 2551234 oo > F1s 3 [oom > |
I'NZE Q::NT o o & G.II‘LTITV l.}"l‘l’ WTTng AMOUNT
frem [reco’ DESCRPTION OBJECT | LINE 1SSUE
i
01 Lamp, Projector, ELH#5120 270 |ot 1000 |EA 12 341 12341 |00
]
]
:
]
|
:
]
]
1
:
!
]
]
i
]
]
!
1
]
t
1
[}
]
]
1
]
]
1
[}
|
]
1
1
]
208 THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 282(cX ). !
21F.08. I?GNT 22 DISCOUNT AND/OR NET PAYMENT TERMS 22 TYPE COMMODITY/ l
PAYMENT Sub-Total > |
DESTINATION 200 10 000 0 000 O 30 CooE > 0 12341 100
23 DELIVER TO F.0.B. POINT ON OR BEFORE (Date) 24 SHIP VA 28 ESTIMATED FREIGHT 27 M
NOVEMBER 30, 1994 TOTAL > 12341 |00
[ACC T FORWARD TO: _USDA, Office of Finance and Management, National Finance Center, P O. Box 60000, New Orieans. LA 70160
BETREOTON
A B | [+] D E AMOUNT
¥ s 10 s 3 4 14—4 1—2 2
o1 | 51234 5 | , | ! X
1 ) [ !
1 ] 1 |
1 ] i | ]
[} [} 1 [} [}
[} ] 1 ] I
] ] 1 i '
] ] 1 1 \
] ] ] 1 |
1 1 ] i \
1 ] ] I
1 1 [ |
1 ] L 1 ]
1 aeriily hat actoles and/ o servioss annotiesd above heve been reesived, 31b ORDERED BY (Name and Tie)
ard 58 complying with Whla oeder. MARY SMITH PROCUREMENT AGENT
2 SIANATURE AND TITLE 31 COMMBRCIAL PHONE (Area Code and Number) 31d FT8 PHONE NO.
E 222-2222
it el s e i
X
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List Of DOS Error Numbers

Error Error

Number Description Number Description
1 Invalidunction number 36 Sharing buffer overflow
2 File not found 37-49 Reserved
3 Path not found 50 Network request not supported
4 Too many open files (no handles left) 51 Remote computer not listening
5 Access denied 52 Duplicate name on network
6 Invalid handle 53 Network name not found
7 Memory control blocks destroyed 54 Network busy
8 Insufficient memory 55 Network device no longer exists
9 Invalid memory block address 56 Network BIOS command limit exceeded
10 Invalid environment 57 Network adapter hardware error
11 Invalid format 58 Incorrect response from network
12 Invalid access code 59 Unexpected network error
13 Invalid data 60 Incompatible remote adapter
14 Reserved 61 Print queue full
15 Invalid drive was specified 62 Not enough space for print file
16 Attempt to remove the current directory 63 Print file deleted (not enough space)
17 Not same device 64 Network name deleted
18 No more files 65 Access denied
19 Attempt to write on write-protected 66 Network device type incorrect
20 Unknown unit 67 Network name not found
21 Drive not ready 68 Network name limit exceeded
22 Unknown command 69 Network BIOS session limit exceeded
23 Data error (CRC) 70 Temporarily paused
24 Bad request structure length 71 Network request not accepted
25 Seek error 72 Print or disk redirection paused
26 Unknown media type 73—79 | Reserved
27 Sector not found 80 File already exists
28 Printer out of paper 81 Reserved
29 Write fault 82 Cannot make directory entry
30 Read fault 83 Failon INT 24H
31 General failure 84 Too many redirections
32 Sharing violation 85 Duplicate redirection
33 Lock violation 86 Invalid password
34 Invalid disk change 87 Invalid parameter
35 FCB available 88 Network device fault
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Appendix B

(attach to laser-printed

facsimile seller’s original)

PURCHASE ORDER TERMS AND CONDITIONS

I “Purchase Order” is checked in Block 9a on Form AD-838, the
following clauses are incorporated by reference with the same force
and effect as if they were given in full text. Upon request, the
contracting officer will make their full text available. (If “Delivery
Order” is checked, the order is subject to the terms and conditions of
the contract under which it was placed.) If any clause referenced
below has been superseded, or changed as a result of an authorized
deviation, its replacement or the text of the deviation will be shown in
the body of the purchase order or in an attachment. Otherwise, the
clause text shall be as it appears in the referenced regulation for the
date shown. The derivation of these clauses is the Federal Acquisition
Regulation (48 CFR Chapter 1) and the Agriculture Acquisition
Regulation (48 CFR Chapter 4). Some of the following clauses are
limited in their applicability to the order by the conditions shown ina
parenthetic remark after the clause date. This list of clauses may be
supplemented by the contracting officer.

GENERAL. The following clauses apply to all purchase
orders:

52.203-1
52.203-3
52.203-5
52.203-6

Officials Not to Benefit (APR 1984)
Gratuities (APR 1984) (NA to personal services.)
Covenant Against Contingent Fees (APR 1984)
Restrictions on Subcontractor Sales to Govt (JUL 1985)

82.203-7 Anti-Kickback Procedures (OCT 1988)

52.222.3 Convict Labor (APR 1984) (Unless prechided by FAR 22.2)

52.225-13 Restrictions on Contracting With Sanctioned Persons

(MAY 1989)

52.232-1 Payments (APR 1984) (NA to personal services.)

52.232-8 Discounts for Prompt Payment (APR 1989)

52.232-11 Extras (APR 1984)

52.232.25 Prompt Payment (APR 1989)

52.233-1 Disputes (APR 1984)

52.233-3 Protest After Award (AUG 1989)

52.246-1 Contractor Inspection Requirements (APR 1984)
Additional clauses that apply when applicable:

52.204-3 Taxpayer Identification (SEP 1989) (Applicable if Block
9¢ is marked “Yes”.)
Variation in Quantity (APR 1984) (Variations, if any, will
be stated in the text of the order.)
Invoices (APR 1984} (Applicable when advance pay-
ments are authorized for subscriptions and other pubs.)
Utilization of Small Business Concerns and Small Dis-
advantaged Business Concerns (FEB 1990) (Applicable
to orders over $10,000 except personal services.)
Contract Work Hours and Safety Standards Act -
Overtime Compensation - General (MAR 1986)
(Applicable to orders over $2,500 unless precluded by
FAR 22.3)
52.222-26 Equal Opportunity (APR 1984) (Applicable if an order,
or aggregate orders in a year, exceeds $10,000.)

52.212-9
52.213-2

522198

52.222-4

52.222-35 Affirmative Action for Special Disabled and Vietnam
Era Veterans (APR 1984) (Orders of $10,000 or more.)

§2.222-36 Affirmative Action for Handicapped Workers
(APR 1984) (Applicable to orders over $2,500.)

52.222-37 Employment Reports on Special Disabled Veterans

' and Vets of the Viet Nam Era (JAN 1988) (Orders of
$10,000 or more.)

52.223-6 Drug-Free Workplace (JUL 1990) (Applicable to orders
within individuals.)

52.227-19 Commercial Computer Software-Restricted Rights
(JUN 1987) (Applicable to orders for commercial
software.)

52.232-23 Assignment of Claims (JAN 1986) (May be applicable to
orders over $1,000.)

EQUIPMENT AND SUPPLIES. Additional clauses appli-
cable to the purchase of equipment and supplies:

52.210-5 New Material (APR 1984)

52.222-20 Walsh-Healey Public Contracts Act (APR 1984) (Appli-
cable to orders over $10,000 unless exempt by statute or
regulation.)

52.225-3 Buy American Act - Supplies (JAN 1989)

52.243-1 Changes - Fixed Price (APR 1984)

52.247-34 F.O.B. Destination (APR 1984)

52.247-35 F.OB. Destination within Consignee's Premises
(APR 1984) (Applicable if “inside delivery” s specified.)

$2.249-1 Termination for Convenience of the Government (Fixed
Price) (Short Form) (APR 1984)

SERVICES. Additonal clauses applicable to purchase of
services:

52.222-40 Service Contract Act of 1965, as Amended Contracts
of $2,500 or Less (MAY 1989)

Service Contract Act of 1965, as Amended (MAY 1989)
{Applicable to orders over $2,500 for services subject to
the Act.)

Statement of Equivalent Rates for Federal Hires
(MAY 1989) {If applicable, rates shown in text of order.)

52.222-41

52.222-42

52.222-44 Fair Labor Standards Act and Service Contract Act-
Price Adjustment (MAY 1989) l

52.243-1 Changes - Fixed Price (AUG 1987), Alternate [ (APR "
1984)

52.249.4 Termination for Convenience of the Government (Serv-
ices) (Short Form) (APR 1984)

52.249-5

Termination for Convenience of the Govemmentb
(APR 1984) (For Educational and Other Non-Profit’
Inst.)

PERSONAL SERVICES. Substitute the following if per-
sonal services:

52.249.12 Termination (Personal Services) (APR 1984)
52.232-3 Payments Under Personal Services Contracts
(APR 1984)
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Purchase Order Error Codes Displayed On The Purchase Order Print Selection
Screen (Figure 26)

The error column on the Purchase Order Print Selection Screen, Figure 26, displays a code that identifies the appropri-
ate purchase order screen that contain errors. The code and screen description are:

Code Screen  Description

Al Obligation—Data Entry
Bl Line Item Information
B2 Line Description

C1 Terms & Totals

D1 Obligation Accounting
G1 Type 42 Information
11 41-Type Information
.. (two dot3 No errors
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

Numbers Browsing Fund Code$6
Browsing SF—281 Code$§?2

Browsing Standard Description80
Browsing State/ZIP Code$8

A Browsing SUB Codes70

Browsing The Seller Address Table2

Budget Object64

41-Type Information Only ScregcA8

About This Procedure

Access Levels9

Access Levels (OverviewB

Accounting 54 C

Adding A Budget Object Cod®4 Changing A Receip40
Adding A Consignee AddresS8 Changing An Order29
Adding A Country Code74 Cleaning Xmit Files49
Adding A Fund Codge66 Clearing Deleted Receiptd2
Adding A Receipt38 Consignee Addres$8
Adding A Seller Address Cog&?2 Country Codes74

Adding A SE—281 Codes2 Creating Test Xmit File48
Adding A Standard DescriptiQi60

Adding A State/ZIP Code68 D

Adding A SUB Code70

Adding An Accounting Codeb4

Adding An Assign ID/Passwor@?2

Adding An Order (Types 40, 41, 42, 43, And 453

Deleting A Receipt41
Deleting An Order31
Deleting Xmitted Orders51
Deleting Xmitted ReceiptH?2

Appendixes 96
Assign ID/Password (Access Level 8p E
B Editing A Budget Object Cod®&4
Editing A Consignee Address Cqds8
Browsing Accounting Code$4 Editing A Country Code74
Browsing An Assign ID/Passwor&3 Editing A Fund Code66
Browsing Budget Object Codes4 Editing A Seller Address Cogd&?2
Browsing Consignee Addressés8 Editing A SF—281 Codes2
Browsing Country Code¥4 Editing A Standard Descriptio0

Index - 1



Title VI Systems Access Manual
Chapter 7 Procurement And Other Payments
Section 13 PC-PRCH

Editing A State/ZIP Code68
Editing A SUB Code70

Editing An Accounting Codeb4
Editing An Assign ID/Passwor@?2
Editing The Set Fiscal Recqr87

Enter Purchase Orders (Access Levels 1, 2, 3, And O)

18

Equipment 3
Exhibits, 89

F

File Utilities (Access Levels 1, 2, 3, O, And,Hp
File Utilities (Access Levels 3, O And R30
Files Utilities (Access Levels 2, 3, O, And,B)1L
Finding A Budget Object Cod&4

Finding A Consignee Address9

Finding A Country Code74

Finding A Fund Code66

Finding A Seller Address Cod&3

Finding A SF=281 Code2

Finding A Standard Descriptio60

Finding A State/ZIP Code58

Finding A SUB Codge70

Finding An Accounting Codeb5

Finding The Assign ID/Passwqré3

Forms 4

Function Keys13
Fund Codes66

H

How The Procedure Is Organized

Installing Or Updating The Softwaré
Introduction 1
Issuing Office Name & Addres26

Index — 2

L

Laser Print Order(s) (Access Levels 1, 2, 3, And38)

Laser Printing One OrdeB7
List Of DOS Error Number<98

M

Main Menu for Access Level, 17

Main Menu For Access Level 45

Main Menu For Access Level 39

Main Menu For Access Levels O And &7

Maintain Tables (Access Levels 2 And 3B

Mass Change — Adding Accounting Cod86

Mass Change — Prompting Accounting Cqdes

Mass Change — Recalling Accounting Cqdss

Mass Changing Accounting Codédsb

Menu Bars 13

O

Operating Featured?2

Ordered By (Name & Title)26
Orders (creating transmit filgs}6

P

Packing Accounting Code§7

Packing Budget Object Code3s

Packing Country Code35

Packing Fund Code$7

Packing SF-281 Code63

Packing Standard Description Cod6%

Packing State/ZIP Code69

Packing SUB Codeg1

Packing The Assign ID/PasswQi@

Packing The Consignee Addressgs

Packing The Seller Address Tapks

PC—PRCH Access Leve| 15

PC—PRCH Access Leve| 23

PC—PRCH Access Leve| 37

PC—PRCH Access Levels O and 8%
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Point And Shoqt13 S
Preparing For Installatiorb

Sample PC—PRCH lIssuing Office Copy Form

Preparing Xmit File48 AI_D—838—5PE (Rev. 7/90), Purchase Order (nonlaser
Print Order(s) (Access Levels 1, 2, 3, And 32 printer), 91
Printing One Order34 Sample PC—PRCH lIssuing Office Copy Form

nnting Yne Lrde AD-838-5PE, Purchase Order (laser print@®)
Printing Several Order83 Sample PC-PRCH Receipt Copy 1/Property Copy Form
Printing The Accounting Code Tablg5 AD-838 — 5PE, Purchase Order (laser print@d)

Sample PC—PRCH Seller’s Original Form AD—838 —
5PE, Purchase Order (laser print&3

Security And Remote Terminal Usa@e

Printing The Assign ID/Password TapRkS3
Printing The Budget Object Codes Tald&

Printing The Consignee Address&9 Seller Address72

Printing The Country Codes Tablé5 Seller’s Original Purchase Order Terms And Conditions
Printing The Fund Codes Tablg7 g;gtach to laser—printed facsimile seller’s original)
Printing The Seller Address Table3 Setting Fiscal Data On Accounting Cod63

Printing The Set Fiscal Recqrd7 Setting Up The PrinteB4

Printing The SF—281 Codes Tab&3 SF-281 Codes2

Printing The Standard Description Code Tali# Sign—Off/File Backup1l

Printing The State/ZIP Codes Tap&9 Sign-On 10

Printing The SUB Codes Tabl@l Software Installation5
Specifying Open Files80

Purchase Order Error Codes Displayed On The Purchasé

Order Print Selection Screen (Figure ,2B)0 State/ZIP Code$8
Purchase Order Line Iltem Information Screen (Line Std Description60
ltems & Description)23 SUB Codes70
Purchase Order Obligation—Accounting Screen System Acces
(Accounting Lines)27 System Edits13
Purchase Order Obligations — Data Entry Screen System Overvienw3
(Obligation Header)19
Purchase Order Receiving Report—Header Info/Entry T
Screen 39
Purchase Order Receiving Report—Item Info/Er6/ Terms & Totals Screer25

Transmit File (Access Levels 2, 3, O, And Rb
Type 42 Information Only Scree8

R Type Of Screensl2
Receipts (creating transmit files)7
Receipts — Type 40 (Access Levels 1, 2, 3, And3R) V
Record Retention Requiremends Viewing A Receipt 40
Repairing Index Files42 Viewing An Order 29
Restoring A Receipi4l
Restoring An Order31 W
Restoring From Backup Dislk2 What Conventions Are Used

Index - 3
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Who To Contact For Heli

X

Xmit Info (Drive Destination For Transmit File}8
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